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This  Catalog  is  reissued  under  the  authority  of  DoD  Directive  4525.6, 
"Single  Manager  for  Military  Postal  Service,"  May  5,  1980.  Its 
purpose  is  to  provide  uniform  procedures  for  administration  of  postal 
supply  and  equipment.  The  procedures  prescribed  in  this  Catalog  are 
in  accordance  with  the  U.S.  Postal  Service/DoD  Postal  Agreement. 


DoD  4525. 6-C,  "DoD  Postal  Supply  Catalog",  January  1982,  is  hereby 
cancelled. 
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This  Catalog  is  effective  immediately  for  use  by  the  Office  of  the 
Secretary  of  Defense  (OSD) ,  the  Military  Departments,  the  Joint 
Chiefs  of  Staff  (JCS) ,  the  Joint  Staff,  the  Unified  and  Specified 
Commands,  and  the  Defense  Agencies  (hereafter  referred  to 
collectively  as  DoD  Components) .  The  term  "Military  Services",  as 
used  herein,  refers  to  the  Army,  the  Navy,  the  Air  Force,  The  Marine 
Corps,  and  the  Coast  Guard  (when  operating  under  the  Department  of 
the  Navy) . 

Recommended  changes  to  the  Catalog  should  be  forwarded  through 
channels  to  Headquarters,  Military  Postal  Service  Agency,  ATTN: 
MPSA-OP,  Alexandria,  VA  22331-0006. 

DoD  Components  may  obtain  copies  of  this  List  through  their  own 
publications  channels.  Other  Federal  Agencies  and  the  public  may 
obtain  copies  from  the  U.S.  Department  of  Commerce,  National 
Technical  Information  Service,  5285  Port  Royal  Road,  Springfield,  VA 
22161. 
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OPERATING  INSTRUCTIONS 


100.  PURPOSE 

This  Catalog  provides  info  mation  on  the  uniform  system  for  the  administration 
of  postal  supply  <<ad  equipment.  It  supplements  instructions  contained  in  DoD 
4525. 6-M  (ref*>rmc  (a))  and  USPS  Publications  24,  47,  223,  and  HBK-AS-701 
(reference  (bj)  and  outlines  procedures  for  requisitioning  USPS  equipment, 
publications,  and  supplies  furnished  by  the  USPS  for  the  operation  of  military 
post  offices  (MPOs).  This  Catalog  also  provides  procedures  for  USPS  supply 
administration  and  establishes  standards  for  equipment  order  and  issue,  equipment 
maintenance,  and  publications  issue. 

101.  POLICY 

1.  Instructions  contained  herein  apply  to  all  operating  MPOs  and  postal  activi¬ 
ties.  Periodically,  general  supply  and  equipment  information  shall  be  furnished 
by  USPS  in  weekly  postal  bulletins. 

2.  USPS  equipment,  publications,  and  supplies  shall  be  used  to  the  maximum 
extent  possible  for  conducting  MPO  business.  Command  or  locally  devised  forms 
may  not  be  substituted  for  USPS  forms.  Capital/sensitive  items  of  equipment 
shall  be  assigned  to  specific  MPOs  by  postmasters  New  York  and/or  San  Francisco. 
Such  items  of  equipment  may  not  be  moved  or  disposed  of  without  the  written 
approval  of  the  servicing  Joint  Military  Postal  Activity  (JMPA) .  Capital/ 
sensitive  items  of  equipment  are  those  valued  at  $1,000  or  more.  The  terms 
Accountable  and  Non-Accountable  are  no  longer  used.  Formerly,  MPOs  could  order 
some  of  the  more  expensive  USPS  equipment  items  (some  capital/sensitive  equip¬ 
ment  and  some  noncaptial  equipment)  on  a  reimbursable  basis.  This  is  no  longer 
true;  all  items  in  USPS  inventory  are  now  available  without  reimbursement. 

3.  The  requisitioning  of  items  other  than  those  listed  in  this  catalog  must  be 
justified  to  MPSA,  ATTN:  MPSA-0P,  Alexandria,  VA  22231-0006. 

4.  Common  office  supply  items  (such  as  pencils,  pens,  and  writing  paper)  shall 
be  obtained  through  local  military  supply  sources.  See  paragraph  125  for 
local  purchase  procedures  when  such  items  are  not  available  from  either  USPS  or 
military  supply  sources. 

5.  With  the  exception  of  problems  related  to  revisable  USPS  publications  (see 
Appendix  t)  and  military  tags  and  labels  (see  Appendix  K),  requests  for 
assistance  shall  be  submitted  to  the  serving  JMPA. 

102.  FEDERAL  STANDARD  REQUISITIONING  ISSUE  PROCEDURES  (FEDSTRIP) 

ACTIVITY  ADDRESS  CODE  -  USPS/MPS  EQUIPMENT  FORECAST  PROCEDURES 


Each  MPO  and  postal  activity  has  an  assigned  FEDSTRIP  activity  code  and  the 
FEDSTRIP  code  shall  be  assigned  to  the  parent  unit  only.  All  MPOs  assigned  USPS 
FEDSTRIP  accounts  are  directed  to  enter  the  Alpha  Character  "A"  in  the  block 
titled  "CAG"  on  all  PS  Forms  7380  submitted  to  the  Topeka  Material  Distribution 
Center  (TMDC)  for  postal  supplies.  The  FEDSTRIP  code  is  required  to  establish 
and  maintain  a  supply  account  with  the  USPS.  When  MPSA  notifies  USPS  that 
an  operational  MPO  is  to  be  opened,  MPSA  will  request  a  FEDSTRIP  activity 
address  code.  For  those  activities  that  do  not  have  an  assigned  FEDSTRIP, 
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requests  for  assignment  shall  be  sent  to  MPSA-OP.  This  request  shall  include 
the  complete  mailing  address,  MPO  number,  and  justification. 

103.  CONTROL  OF  USPS  CAPITAL  AND  SENSITIVE  EQUIPMENT 

1.  Capital  items  of  equipment  over  $1,000  value,  or  sensitive  equipment  over 
which  USPS  wishes  to  maintain  control  shall  be  furnished  by  the  respective 
gateway  postmaster.  The  control  and  accountability  of  these  items  shall  be 
maintained  at  all  times.  Requisitions  for  these  items  require  written  justifi¬ 
cation  from  the  requestor  and  a  statement  of  concurrence/validation  from  the 
Commander  concerned.  Capital/sensitive  equipment  is  indicated  by  an  asterik 

in  Appendix  D.  See  paragraph  113  and  Appendix  L  for  specifics. 

2.  The  MPO  supervisor  or  responsible  coi.imander  shall  ensure  that  a  Custodian 
of  Postal  Effects  (COPE)  is  the  only  individual  entrusted  with  the  custody, 
control,  maintenance,  repair,  replacement,  or  disposition  of  USPS  capital/ 
sensitive  items. 

3.  For  the  purpose  of  MPOs ,  the  COPE  shall  receipt  for  all  capital/sensitive 
equipment  (see  Appendix  D)  on  PS  Form  1590,  "Supplies  and  Equipment  Receipt" 
(see  figure  1).  The  Postal  Service  Item  Number  (PSIN)  and  serial  number  of 
capital/sensitive  items  shall  be  listed  on  PS  Form  1590.  Each  time  additional 
capital/sensitive  equipment  is  received,  transferred  to  another  MPO,  or  other¬ 
wise  disposed  of  (see  paragraph  121,  below),  or  upon  a  change  or  COPE,  a  new 
form  shall  be  completed.  The  form  shall  be  prepared  in  triplicate.  The 
original  and  duplicate  copy  shall  be  submitted  to  the  gateway  postmaster  via 
the  JMPA  for  verification.  The  triplicate  copy  shall  be  maintained  by  the  COPE 
until  the  verified  copy  is  received  from  the  gateway  postmaster.  Once  the 
verified  copy  is  received,  the  triplicate  copy  shall  be  destroyed.  Forms  shall 
be  submitted  as  follows: 

a.  Mailing  address  from  MPOs  09XXX  and  34XXX, 

Commander 

JMPA-Atlantic 

USPS  AMF-Bldg  250  (Room  MF-35) 

JFK  Inti  Airport,  NY  11430-9201 

b.  Mailing  addresses  from  MPOs  96XXX  and  98XXX: 

Commander 
JMPA-Pacif ic 

General  Mail  Facility,  Room  266 

1300  Evans  Avenue 

San  Francisco,  94188-5000 

4.  Capital/sensitive  items  transferred  by  COPEs  to  the  custo  of  other 
military  postal  clerks  or  financial  postal  clerks  shall  be  receipted  from  the 
COPE  on  PS  Form  1590.  The  original  of  the  clerk’s  receipt  shall  be  maintained 
with  the  COPE’s  master  copy  of  PS  Form  1590. 

5.  Upon  change  of  COPE,  a  complete  inventory  of  capital/sensitive  items  shall 
be  accomplished  by  both  the  outgoing  and  i  oming  COPE. 
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1 04 .  C0NTP0L  OF  USPS  NONCAPITAL  EQUIPMENT 

When  noncapital  equipment  is  received  at  MPGs,  it  becomes  the  property  of  the 
Department  of  Defense;  however,  there  is  no  requirement  for  a  formal  transfer 
of  the  property  from  USPS  to  the  Department  of  Defense.  Each  MPO  is  responsible 
for  maintaining  records  for  local  control  and  inventory  management  purposes. 

The  Postal  Supply  Clerk  shall  maintain  a  separate  PS  Form  1586,  "Supply  Record," 
for  each  USPS  noncapital  item. 

105.  CONTROL  OF  USPS  SUPPLY  ITEMS 

1.  At  least  one  individual  at  each  MPO  shall  be  designated  to  act  as  Postal 
Supply  Clerk  (PSC)  in  addition  to  carrying  out  regular  duties.  The  PSC  shall 
monitor  the  stock  level  of  supplies  to  prevent  overstocking  and  shall  requisi¬ 
tion  items  necessary  to  maintain  operations.  Specific  duties  include  ordering 
supplies,  receiving  and  issuing  supplies,  inventory  control  (posting  and 
inventorying),  care  and  preservation  of  supplies,  and  the  disposal  and  replace¬ 
ment  of  obsolete  supplies. 

2.  The  PSCs  shall  maintain  a  separate  PS  Form  1586,  "Supply  Record”  (see 
figure  2),  for  each  USPS  supply  item.  This  requirement  is  for  supply  items  and 
equipment  and  does  not  apply  to  publications.  PS  Form  1586  shall  reflect  the 
USPS  item  number  (if  applicable),  form  number,  description,  unit  of  issue, 
minimum  and  maximum  supply  levels,  balance  on  hand,  quantity  ordered,  quantity 
received,  and  quantity  issued.  Enter,  in  pencil,  minimum  and  maximum  supply 
levels  to  allow  for  adjustments  where  requirements  change.  Enter,  in  pencil, 
otner  information  (such  as  "backordered",  and  "temp  frozen")  on  cards  (see 
paragr  •,;!>  107,  below).  Automated  management  information  systems  (computers) 
may  be  used  in  lieu  of  PS  Form  1586,  provided  all  elements  listed  above  are 
include.",  in  each  program. 

3.  PS  form  4686-A,  "Shipping  Order"  (see  figure  3)  is  furnished  with  each 
shipment  of  supplies  from  the  USPS  Material  Distribution  Centers.  The  form 
snves  as  an  invoice.  Information  reflected  thereon  shall  be  compared  with  the 
original  requisition  to  ensure  all  supplies  requested  were  actually  furnished. 

The  status  of  it  >ms  shall  be  reflected  in  the  "Remarks"  column  of  PS  Form 
^686-A  when  an  i l cm  is  not  furnished  or  the  quantity  requested  is  reduced. 

a.  P.ackcrdered  items  are  shipped  automatically  when  available  and  are 
normally  provided  within  60  of  days  notification  of  backorder.  When  supply  items 
arc  not  received  within  60  days,  contact  the  servicing  JMPA  for  assistance. 

h  fc.i  items  added  or  discontinued,  make  a  pen-and-ink  change  to  this 
cat, ili  g  When  an  item  is  to  be  replaced  by  a  new  version,  continue  to  use  the 
exist)  i/,  stcck,  and  suspense  the  PS  Form  1586  to  ensure  the  new  item  is  requi¬ 
sitioned  on  next  order.  Complete  a  new  PS  Form  1586  for  the  new  item  when 
recciv.n,  using  stock  level  and  usage  information  for  the  discontinued  item. 

When  item  is  discontinued  and  is  not  to  be  replaced  with  a  substitute, 
destroy  tie  existing  stock  and  PS  Form  1586. 

c.  Fot  '  temporarily  frozen  ite-s’,  maintain  PS  Form  1586  in  suspense 
pending  notification  that  the  items  may  be  ordered  again. 
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d.  When  "NA  purchase  locally"  is  indicated,  obtain  supply  from  local 
military  supply.  If  not  available  through  local  military  supply,  then  purchase 
item  locally  IAW  paragraph  125. 

e.  When  the  Material  Distribution  Center  reduces  the  quantity  of  an  item 
ordered,  the  reduction  is  because  the  quantity  requested  exceeded  the  quantity 
authorized  by  SMDC  or  TMDC.  It  could  also  be  because  stock  levels  have  been 
depleted  to  a  point  that  requires  temporary  reduction  in  the  amount  they  can 
furnish. 

f.  When  "Furnished  to  MSC  only"  is  indicated,  the  form  or  item  is  normally 
furnished  only  to  USPS  Management  Sectional  Centers,  which  are  responsible  for 
final  distribution.  If  the  form  or  item  was  not  received,  reorder  separately. 
These  requisitions  shall  be  submitted  with  a  letter  of  justification  to  your 
servicing  JMPA. 

106.  EQUIPMENT  CONTAINERS 

When  the  following  items  of  USPS  equipment  are  received,  the  shipping  containers 
shall  be  retained  for  future  transportation  and  storage: 

1.  Money  order  (MO)  imprinter. 

2.  Postage  meter  (base  and  head). 

3.  Integrated  Retail  Terminals,  including  component  subsystems. 

4.  Shipping  crates  for  all  scales  and  cancelling  machines. 

107.  INVENTORY  CONTROL 

Inventory  control  is  that  function  of  supply  management  concerning  establishment 
of  stock  quantities  of  postal  supplies  to  meet  current  operational  requirements. 
Inventory  control  consists  of  the  establishment  of  a  maximum  stock  quantity  to 
ensure  a  proper  balance  between  the  time  required  for  resupply  and  the  main¬ 
tenance  of  various  inventory  quantities  stored  in  anticipation  of  future  needs. 
The  time  required  for  resupply  determines  the  minimum  stock  level  or  reorder 
point  quantity.  At  that  time,  action  shall  be  taken  to  reorder  stock.  As  a 
minimum,  postal  supplies  will  be  inventoried  during  the  months  of  January  and 
July.  Inventory  will  include  a  physical  count  of  all  items.  That  count  will  be 
entered  on  PS  Form  1586. 

108 .  SEASONAL  DEMAND  ITEMS 

Seasonal  demand  items  are  those  that  have  a  significantly  higher  or  lower  demand 
level  during  the  same  time  frame  each  year.  These  items  shall  be  ordered  on  an 
as  need  basis. 

109.  SUPPLY  LEVELS 

Operating  MPOs  shall  maintain  at  least  a  3-month,  but  not  more  than  a  5-month, 
level  of  supplies.  Consideration  shall  be  given  to  the  amount  of  time  it 
takes  to  receive  supplies  from  TMDC.  Active  and  reserve  postal  activities  in 
the  Continental  United  States  (CONUS),  excluding  those  established  as  operating 
branch  post  offices  of  New  York  or  San  Francisco,  shall  maintain  a  3-month 
supply  level  for  contingency  missions. 
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110.  RECEIVING,  STORING,  AND  ISSUING  SUPPLIES 


1.  Supplies  received  shall  be  checked  against  PS  Form  4686-A  and  PS  Form  7380, 
"Supply  Center  Requisition"  (figure  G-l),  to  ensure  all  items  requisitioned 
were  received.  When  an  item  is  not  received  and  PS  Form  4686-A  does  not  reflect 
the  reason  for  this,  the  discrepancy  shall  be  reported  to  the  servicing  JMPA 

by  letter  with  a  copy  of  the  original  PS  Forms  7380  and  4686-A  enclosed.  The 
discrepancy  shall  be  recorded  on  PS  Form  1586  until  resolved. 

2.  Supplies  shall  be  maintained  in  an  area  that  is  large  enough  to  accommodate 
all  supply  items  and  permits  ready  access  to  these  supplies.  A  location 
numbering  system  (see  figure  5)  shall  be  established  to  aid  in  locating  each 
item.  The  location  number  shall  be  posted  on  PS  Form  1586. 

111. 

1.  Emergency  requisitions  for  supply  items  available  at  TMDC  (see  Appendix  G) 
are  authorized  and  shall  be  submitted,  when  required,  by  an  electronically 
transmitted  message  to  the  servicing  JMPA  as  shown  below.  Emergency  requisi¬ 
tions  shall  be  limited  to  items  for  which  there  is  an  urgent  need  (such  as 
significant  changes  in  quantities  used) .  Normal  requisitions  can  be  submitted 
at  any  time,  so  emergency  requisitions  are  not  to  be  used  as  a  substitute  for 
normal,  orderly  procedures. 

a.  The  message  format  for  emergency  requisitions  shall  be  in  the  format 
for  PS  Form  7380  and  shall  include  the  MPO  FEDSTRIP,  NY  or  SF  postmaster 
finance  number,  requisition  number  and  statement  of  justification.  MPSA-OP 
will  be  included  as  information  addressees. 


GENERAL  REQUISITIONING  PROCEDURES 


b.  Message  address  for  the  respective  JMPA's  are  as  follows: 


(1)  Mailing  address  09XXX  and  34XXX: 

CDR  JT  MIL  POSTAL  ACTY  ATL  NEW  YORK  NY 


(2)  Mailing  address  96XXX  and  98XXX: 

CDR  JT  MIL  POSTAL  ACTY  PAC  SAN  FRANSICO  CA 


2.  Requisitions  for  equipment,  publications,  forms  and  supplies  shall  be 
numbered  consecutively  beginning  with  number  one  on  1  October  each  year,  and 
shall  be  reviewed  and  signed  by  the  MPO  supervisor  or  COPE.  However,  the 
authority  to  requisition  and  receipt  for  capital/sensitive  equipment  is 
limited  to  the  COPE. 


3.  A  statement  of  justification  shall  be  required  for  regular  requisitions 
when  supplies  ordered  exceed  quantities  used  in  preceding  periods  of  like 
duration  (except  for  seasonal  demand  items).  Do  not  write  notes  or  justifica¬ 
tions,  etc.,  on  PS  Form  7380.  Write  on  a  routing  slip  or  memorandum  and  attach 
it  to  the  front  of  the  requisition.  Include  your  FEDSTRIP  and  finance  number 
on  the  justification.  When  the  quantity  of  certain  items  ordered  is  reduced 
consistently,  this  indicates  that  items  ordered  exceed  the  maximum  allowed  for 
an  individual  activity  at  the  time  a  requisition  is  processed.  To  ensure  the 
required  quantities  of  items  falling  into  this  category  are  received,  order 
them  on  a  separate  requisition.  The  requisition  shall  be  transmitted  with  a 
letter  of  justification  to  the  serving  JMPA. 
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112.  USPS  EQUIPMENT  ITEMS 


1.  Capital/sensitive  equipment  is  entrusted  by  a  USPS  postmaster  for  use  at 
an  MPO  and  is  furnished  by  the  USPS  without  charge.  These  items  remain  the 
property  of  USPS. 

2.  If  equipment  is  not  available  from  USPS  for  any  reason,  postal  commanders 
may  obtain  equipment  through  military  channels  if  they  desire  (USPS  must 
approve  meter  purchase  or  lease  in  advance). 

113.  ANNUAL  FORECASTS  FOR  EQUIPMENT  ITEMS 

To  provide  uniform  procedures  for  requisitioning  equipment  and  to  aid  the 
control  and  management  of  requisitions,  the  Department  of  Defense  shall  follow 
procedures  established  by  the  USPS  for  annual  requirements,  planning  and 
forecast  development  for  capital  and  expense  equipment  items.  The  Capital  and 
Expense  Budget  Call  Packages  issued  by  USPS  Headquarters  will  contain  specific 
requirements,  planning  and  forecast  development  information  and  guidance.  The 
equipment  items  shown  in  these  packages  will  be  grouped  under  Forecasted  Annual 
Shipped  Timely  (FAST),  Rapid  Equipment  Development  Inventory  (REDI),  and 
Commercially  Available  Decentralized  Acquisition  (CADA).  The  estimated 
delivery  response  time  for  the  above  groups  is  as  follows: 

FAST  -  120  days  from  receipt  of  a  procurement  request  by  USPS  contracting 
organization  at  Headquarters  and  Regions. 

REDI  -  15  days  from  receipt  of  a  PS  Form  7381  by  the  Topeka  Material 
Distribution  Center,  Topeka,  KS. 

CADA  -  60  to  90  days  from  receipt  of  a  PS  Form  7381  by  the  USPS  contracting 
organization  at  the  New  York  and  San  Francisco  Division  Postmaster. 

These  procedures  will  allow  the  Department  of  Defense  to  present  USPS  with 
necessary  equipment  requirements  information,  which  will  enable  the  USPS  to 
budget  for  the  needed  equipment.  The  JMPA  Commanders  are  responsible  to  MPSA 
for  administration  of  the  annual  forecast  and  will  receive  specific  guidance 
for  the  forecast  development  from  the  New  York  and  San  Francisco  Division 
Managers  Support  Services.  The  forecast  program  provides  for  MPOs  to  identify 
equipment  for  new  requirements,  to  replace  old  equipment,  and  also  to  provide 
for  spares.  Paragraph  116,  Appendix  D  of  this  manual,  outlines  specific 
requisitioning  procedures.  USPS  may  not  be  able  to  satisfy  all  requirements 
within  the  fiscal  year  required  due  to  budget  constraints,  contractor  delays, 
defaults,  etc.,  but  every  effort  will  be  made  to  provide  the  items  required 
within  the  estimated  time  frames  indicated  above.  All  requirements  that  are 
not  specified  within  the  fiscal  year  required  will  be  placed  in  an  "Outstanding 
Status"  until  satisfied  or  otherwise  cancelled  by  JMPA-A  or  JMPA-P.  Each  year 
USPS  will  provide  a  list  of  postal  equipment  that  will  be  purchased  for  that 
given  fiscal  year.  This  list  has  been  preapproved  by  MPSA  in  conjunction  with 
the  Military  Liaison  at  USPS  Headquarters.  MPOs  can  order  anything  on  it.  All 
capital/sensitive  equipment  worth  more  than  $1,000.00  will  be  justified  as 
specified  in  Appendix  L.  Any  items  needed  that  are  not  on  the  list  must  be 
immediately  submitted  on  a  separate  requisition,  along  with  a  letter  of  justi¬ 
fication  on  the  need  for  the  equipment.  The  appropriate  JMPA  will  submit 
consolidated  requests  (when  possible)  to  MPSA  in  Alexandria,  VA,  for  review  and 
coordinate  approval  with  the  Military  Liaison  at  USPS  Headquarters. 
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114.  REQUISITIONING  USPS  SUPPLY  ITEMS 

1.  Routine  USPS  office  supplies,  forms,  publications,  labels  and  tags  (listed 
in  Appendix  G)  are  requisitioned  on  PS  Form  7380  (see  figure  G-l).  Requisitions 
shall  be  submitted  to  the  National  Inventory  Control  Center,  Topeka,  KS 
66624-9998  on  an  as  needed  basis. 

2.  List  items  on  PS  Form  7380  in  order  of  category  sequence  as  listed  in  Pub  223 
(Sample  PS  Form  7380  should  reflect  this  format).  Within  each  grouping,  the 
items  shall  be  listed  in  numerical  order.  Requisitions  shall  contain  the  MPO 
FEDSTRIP  address  code,  finance  number,  list  the  Alpha  Character  "A"  in  block 
titled  "CAG"  and  shall  be  submitted  to  TMDC,  ATTN:  Supply  Requisitions,  Hwy  75 
South  at  Montara  Pkwy,  Topeka,  KS  66624-9998. 

115.  REQUISITIONING  USPS  PUBLICATIONS 

Publications  and  handbooks  that  are  revised  by  transmittal  letters  shall  be 
requisitioned  on  PS  Form  7380,  "MDC  Supply  Requisition"  (figure  E-l).  The  form 
shall  be  used  for  initial  distribution  or  when  requesting  additional  complete 
publications  or  changes.  Requests  for  complete  publications  other  than  initial 
distribution  or  change  to  quantity  required  shall  be  submitted  through  the 
responsible  commander  to  MPSA-OP  for  approval.  This  form  may  be  submitted  any 
time  there  is  a  requirement. 

-  Separate  PS  Forms  7380  must  be  submitted  for  publication  requisitions 
and  supply  requisitions. 

116.  REQUISITIONING  USPS  EQUIPMENT  ITEMS 

Requisition  equipment  items  on  PS  Form  7381  (figure  D-l).  Although  you  must 
submit  separate  PS  Forms  7381  for  each  different  item  of  equipment  requested, 
you  may  request  more  than  one  of  the  same  item  on  the  same  form.  PS  Forms  7381 
shall  be  submitted  at  any  time  equipment  is  needed.  Requisitions  shall  be 
numbered  consecutively  beginning  with  number  one  on  1  October  and  shall  be 
reviewed  and  signed  by  the  COPE.  PS  Forms  7381  shall  be  submitted  during  fiscal 
year  for  which  items  have  been  forecasted  to  the  responsible  MAC0M  postal 
commander  with  letter  of  justification,  which  should  include  the  following  if 
applicable: 

a.  Information  on  local  voltage,  cycles,  and  whether  it  is  alternating 
current  (AC)  or  direct  current  (DC). 

b.  For  postage  meters  indicate  requirement  for  PS  Form  3602-P0,  resetting 
tools,  keys,  and  meter  tapes. 

MACOMs  send  approved  request  to  serving  JMPA. 

117.  REQUISITIONING  REPAIR  PARTS 

In  conjunction  with  the  maintenance  and  repair  of  USPS  equipment  (see  para¬ 
graph  122),  major  postal  commanders  having  operational  control  over  postal 
operations  are  authorized  to  requisition  repair  parts.  Requisitions  shall  be 
submitted  to  the  appropriate  JMPA  on  PS  Form  4984,  "Repair  Parts  Requisition" 
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(see  figure  7),  for  review,  determination  of  availability  and  for  further 
processing.  Commanders  are  authorized  to  designate  one  postal  activity  within 
their  command  to  requisition  repair  parts. 

118.  REQUISITIONING  RUBBER  AND  STEEL  STAMPS 

Requisitions  for  rubber  stamps  (other  than  those  listed  in  Appendix  G)  and  steel 
stamps  shall  be  submitted  on  PS  Form  1567,  "Requisition  for  Rubber  and  Steel 
Stamps  Only"  (see  figure  F-l).  Requisitions  shall  be  submitted  as  outlined  in 
Appendix  F.  If  rubber  and  steel  stamps  are  not  received  within  90  days, 
contact  the  serving  JMPA  for  assistance. 

119.  REQUISITIONING  PREPRINTED  MILITARY  TAGS  AND  LABELS 

Instructions  for  ordering  preprinted  military  tags  and  labels  are  at  Appendix  K. 

120.  MAILBAG  EQUIPMENT,  LCM  TRAYS,  AND  SLIDE  LABELS 

Requisitions  for  mailbags  or  mail  tray  equipment  (Appendix  H)  and  facing  slips 
and  slide  labels  (Appendix  J)  shall  be  processed  in  accordance  with  procedures 
outlined  in  the  respective  appendices. 

121 .  DISPOSITION  OF  USPS  EQUIPMENT,  PUBLICATIONS,  FORMS  AND  SUPPLIES 

1.  Excess  equipment  shall  be  reported  to  the  responsible  postal  commander  and 
disposition  instructions  shall  be  requested.  Only  if  there  is  no  valid  need 
(anywhere  in  theater)  will  postal  commanders  request  that  JMPAs  authorize 
turn-in  of  excess  equipment  to  USPS.  Refer  to  paragraph  104  for  control  of 
noncapital  equipment. 

2.  Capital/sensitive  equipment  (see  paragraph  103  and  Appendix  D)  that  is 
being  transferred  to  another  in- theater  MPO  shall  be  reported  by  message.  The 
message  shall  identify  the  equipment  by  description,  item  number,  quantity, 
serial  number,  and  state  from/ to  whom  transferred. 

3.  Items  (such  as  forms,  labels,  tags,  etc)  shall  be  transferred  to  another 
MPO. 

4.  Activities  in  CONUS  shall  return  all  excess  items  to  local  USPS  postmasters. 

5.  Above  procedures  also  apply  when  an  operating  MPO  is  closed  or  a  CONUS 
activity  is  deactivated. 

122.  MAINTENANCE  OF  USPS  EQUIPMENT 

1.  MPO  supervisors  shall  be  constantly  aware  of  the  condition  of  the  USPS 
equipment  used  in  their  area  of  responsibility  and  perform  preventive  mainte¬ 
nance  IAW  Appendix  C.  Since  the  standards  in  Appendix  C  are  the  minimum  pre¬ 
ventive  measures  necessary  to  keep  equipment  operational,  MPO  supervisors  shall 
ensure  that  they  are  met. 

2.  With  the  exception  of  postage  meter  heads  and  Integrated  Retail  Terminals, 
local  repair  of  equipment  is  authorized.  Responsible  commanders  shall  establish 
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programs  for  maintenance  and  repair  of  equipment  through  coordination  with  command 
military  maintenance  activities  and  maintenance  contracts  or,  when  possible,  with 
subsidiary  companies  of  the  manufacturer. 

3.  When  equipment  can  no  longer  be  cost-effectively  repaired  or  restored  to 
safe  and  serviceable  condition,  replacement  equipment  shall  be  requisitioned. 
Postal  commanders  shall  request  disposition  instructions  from  serving  JMPA  for 
all  non-repairable  capital/sensitive  equipment  items.  Refer  to  paragraph  103 
for  accountability  instructions. 

4.  Postal  commanders  may  authorize  the  use  of  USPS  funds  for  local  repair 
of  USPS  equipment  by  private  vendors,  subject  to  the  following: 

a.  The  equipment  item  is  not  under  contract  maintenance  with  a  subsidiary 
company  of  the  manufacturer. 

b.  The  cost  of  repair  does  not  exceed  $400  and  local  repair  is  considered 
to  be  cost  effective. 

c.  The  postal  activity  expending  funds  has  prior  written  approval  on  file 
from  the  postal  commander  approving  such  disbursement  of  funds. 

d.  Accountability  of  funds  expended  shall  be  in  accordance  with  DoD 
4525. 6-M,  Vol  I,  chapter  5,  paragraph  503,  subsection  17. 

5.  When  local  maintenance  and  repair  cannot  be  accomplished,  equipment  (such 
as  postage  meter  bases,  MO  imprinters,  and  scales)  shall  be  returned  to  the 
gateway  postmaster  for  repair.  The  cannibalization  of  postal  equipment  is 
expressly  prohibited. 


EQUIPMENT  RETURNED  FOR  REPAIR 


1.  Capital/sensitive  equipment  returned  to  USPS  for  repair  shall  be  accom¬ 
panied  by  PS  Form  4805,  "Work  Record  Sheet"  (figure  2)  and  PS  Form  1590. 
Capital/sensitive  items  that  are  returned  because  they  are  no  longer  needed 
shall  be  accompanied  by  PS  Form  1590  only.  The  responsible  postmaster  should 
return  the  original  copy  of  PS  Form  1590  to  relieve  the  COPE  of  accountability 
for  the  item.  The  serving  JMPA  shall  be  advised  by  message  each  time  equipment 
is  returned  to  the  responsible  postmaster.  Include  the  following  information: 


a.  AP0  number 


b.  Item  name  (scale,  meter) 


c.  Serial  number 


d.  Quantity 

e.  Date  mailed 


f.  Insured/registry  number 

g.  Brief  description  of  problem(s)  or  reason  item  is  being  returned 
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It  is  important  that  all  equipment  returned  to  USPS  for  repair  be  complete  (not 
missing  any  parts).  If  not,  USPS  will  delay  return  of  the  equipment  until 
replacement  parts  are  available  and  in  place. 

2.  Equipment  shall  be  returned  to  USPS  facilities  as  indicated  below: 

a.  Mailing  addresses  09XXX  and  34XXX,  send  to  USPS,  Maintenance  Overhaul 
Technical  Center,  78-02  Liberty  Ave,  Ozone  Park,  NY  11417-1045. 

b.  Mailing  addresses  96XXX  and  98XXX,  send  to  San  Francisco  Postal  Warehouse, 
390  Main  Street,  First  Floor,  San  Francisco,  CA  94105-9500. 

3.  Equipment  shipped  in  wooden  containers  shall  be  banded.  Postage  meter 
heads,  money  order  imprinters  and  other  mailable  equipment  valued  over  $500 
shall  be  sent  as  registered  mail  when  returned  to  CONUS  for  repairs.  Other 
equipment  items  valued  at  $500  or  less  will  be  returned  via  insured  mail. 

a.  Pitney  Bowes  postage  meter  heads  shall  be  returned  to  the 
manufacturer  for  repair  in  all  instances. 

(1)  A  letter  (original  and  three  copies)  authorizing  repair  of  the 
meter  head  will  be  prepared  on  official  letter  head  stationary  and  signed  by 
the  COPE  or  officer  in  charge  of  the  MP0.  The  letter  will  authorize  repair 
of  the  meter  head,  list  the  meter  serial  number  and  describe  the  problem(s) 
experienced  with  the  meter.  The  original  letter  will  be  enclosed  with  the  meter 
head  when  shipped;  copies  will  be  sent  to  the  servicing  postmaster  and  to  the 
Postal  Finance  Service  Officer  (PFSO) .  One  copy  will  be  retained  by  the  MPO. 

(a)  Mailing  addresses  09XXX  and  34XXX,  send  the  Postmaster  copy  to: 
USPS  Supply  Unit 

Room  5124  JAF  Building 
New  York,  NY  10199-9951 

(b)  Mailing  addresses  96XXX  and  98XXX,  send  the  Postmaster  copy  to: 
Support  Services 

Procurement  Specialist  Senior 
1300  Evans  Avenue,  RM  215 
San  Francisco,  CA  94188-9991 

(2)  The  meter  descending  register  will  be  set  at  zero  before 
shipping,  with  appropriate  entries  made  on  form  3602-PO. 

(3)  A  Tie-on  Tag  stating  "Military  Meter"  will  be  attached  to  the 
meter  head. 

(4)  The  meter  head  will  be  shipped  by  registered  mail  only  to: 

Pitney  Bowes  Inc 

Meter  Repair  Department 

ATTN:  Karl  Rupp 

624  Atlantic  St. 

Stamford,  CT  06901 


( 
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(5)  Pack  the  meter  in  a  wooden  crate  or  fiberboard  shipping  box  of 
175-pound  test  strength  and  enough  circumference  to  enable  a  2-inch  all-round 
barrier  of  packing  material.  Styrofoam  packing  material  is  preferred.  When 
use  of  small  loose  particles  or  paper  packing  is  necessary,  the  head  shall  be 
enclosed  and  sealed  in  a  plastic  bag  to  prevent  contact  between  the  machine 
and  packing  material.  When  packing,  special  attention  shall  be  given  to  the 
machine's  protection  and  ensure  the  nonoperative  status  of  the  operating 
lever.  Enclose  the  original  copy  of  the  letter  authorizing  repair  of  the 
meter  and  ship  the  meter  head  to  Pitney  Bowes  by  Registered  Mail. 

b.  MPOs  returning  an  MOS  or  Unisys  IRT  for  repair  must  do  the 
following: 

(1)  Prepare  and  enclose  PS  Form  4805  (Work  Order)  or  facsimile  and 
include  items  in  subparagraph  (5)  below. 

(2)  Prepare  and  enclose  Express  Mail  B-Label  completed  as  follows: 

(a)  In  the  "from"  block  list  the  manufacturer’s  complete  address 
as  indicated  in  paragraph  (3)  below. 

(b)  In  the  "to"  block  list  the  complete  address  of  the  unit  to 
which  the  IRT  is  to  be  returned. 

(3)  Send  only  the  item(s)  requiring  repair  via  express  mail  to:  (MOS) 
MOS  Scale  Int'l,  3180  Red  Hill  Road,  Costa  Mesa,  CA  92626.  (UNISYS)  Unisys  Corp. 
Postal  System,  460  Spring  PK  Place,  Suite  900,  Herndon,  VA.  22070-5215.  MPOs 
that  serve  as  express  mail  acceptance  units  can  return  MOS  or  UNISYS  scales  by 
express  mail  utilizing  Federal  Agency  Account  Number  400. 

(4)  No  power  or  attachment  cords  are  to  be  returned  to  MOS  Int'l  or 
UNISYS  with  items  requiring  repair.  MPO's  will  retain  all  power/attachment 
cords . 

(5)  Notify  JMPA-PAC  by  message  (info  cy  to  JMPA-ATL  if  from  09XXX  or 
34XXX) .  With  the  following  info: 

(a)  MP0  number  and  location 

(b)  Item  name  (scale,  CRT  or  printer) 

(c)  Serial  number(s) 

(d)  Qqantity 

(e)  Date  returned 

(f)  Registered  or  express  mail  number  of  each  item 

(g)  Brief  description  of  problem(s) 

(6)  Upon  completion  of  repair,  the  manufacturer  will  return  the 
repaired  item  via  express  mail  directly  to  the  address  indicated  utilizing  the 
enclosed  B-Label. 
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(7)  In  most  cases  the  repaired  IRT  will  be  back  in  the  MPO  in  less 
than  10  days.  However,  if  equipment  is  not  received  at  the  MPO  within  20  days 
after  mailing,  then  direct  your  inquiry  to  serving  JMPA. 

c.  When  a  cancelling  machine  is  shipped  for  repair  all  the  oil  shall  be 
drained  and  the  reservior  wiped  dry  prior  to  packing  for  shipment. 

124.  MPO  POSTAL  PREPACK  (CONTINGENCY  KIT) 

1.  These  procedures  apply  to  overseas  MPO  operations,  CONUS  postal  activities 
that  are  subject  to  rapid  deployment  in  connection  with  emergency  and  contingen¬ 
cy  plans  and  all  Army  reserve  postal  detachments.  These  procedures  are  intended 
to  aid  postal  supply  readiness  and  to  ensure  the  greatest  operational  capacity 
in  the  shortest  «mount  of  time  in  support  of  expanded  postal  operations. 

a.  A  3-month  supply  of  postal  items,  designated  as  "MPO  postal  prepack 
items,"  shall  be  maintained.  Major  overseas  commanders  shall  determine  the 
number  of  prepacks  required  based  on  emergency  plans  for  expanded  MPS  opera¬ 
tions.  Each  CONUS  postal  activity  shall  maintain  a  prepack.  Prepack  items  are 
annotated  as  such  in  this  Catalog. 

b.  An  MPO  postal  prepack  consists  of  four  complete  modules  containing  a 
3-month  supply  of  designated  USPS  items.  The  concept  facilitates  establishing 
MPO  operations  at  four  geographically  separated  locations.  Therefore,  the 
quantity  of  each  prepack  item  reflected  herein  is  the  requirement  for  each  indi¬ 
vidual  module. 

c.  Appropriate  postmarking  devices,  (see  Appendix  G)  which  shall  include  a 
complete  set  for  each  module,  shall  be  maintained.  CONUS  activities  assigned 

a  contingency  MPO  number  for  one  or  more  of  the  gateway  postmasters  shall  main¬ 
tain  postmarking  devices  for  each  number  assigned. 

d.  A  minimum  of  four  office  number  plates  (Item  07402)  for  money  order 
imprinters  shall  be  maintained  (one  per  module)  for  each  MPO  number  assigned. 

e.  Certain  items  of  USPS  equipment  also  have  been  designated  for  inclusion 
in  MPO  postal  prepacks.  Items  (see  Appendix  D)  are  annotated  as  such  and  shall 
be  requisitioned  as  outlined  herein. 

f.  A  complete  set  of  USPS  publications  shall  be  maintained  for  each  prepack 
module . 

2.  MPO  postal  prepack  items  shall  be  reviewed  at  least  semi-annually  by  those 
in  charge  of  postal  activities.  MPO  postal  prepacks  shall  be  the  subject  of 
periodic  examination  by  major  postal  commanders.  Action  shall  be  taken  to 
replace  and  update  any  obsolete  items  specified  in  USPS  postal  bulletins,  any 
change  to  this  Catalog,  or  any  new  instructions  from  MPSA. 

3.  Postage  stamp  stock  credits,  military  money  order  requisitioning,  and 
procurement  of  additional  publications  (Appendix  E)  shall  be  coordinated  with 
the  MPSA  (AUTOVON  221-9104/9202  or  commercial  (202)  325-9104/9202). 
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4.  USPS  supply  items  (such  as  forms,  tags,  and  labels)  required  for  training 
shall  be  requisitioned  and  maintained  separately  from  postal  prepack  items. 

This  is  necessary  to  ensure  USPS  items  are  available  for  training  and  that 
prepack  items  are  maintained  in  the  quantities  specified  in  this  Catalog. 
However,  USPS  equipment  maintained  as  part  of  the  prepack  shall  be  used  for 
training  purposes. 

125.  LOCAL  PURCHASE  OF  OFFICE  SUPPLIES  (USPS) 

Items  listed  in  this  Catalog  can  be  ordered  by  operating  MPOs  and  postal 
activities.  Occasionally  USPS  supply  items  may  be  out  of  stock  at  the  TMDC. 

When  this  occurs,  the  Materiel  Distribution  Center  notation  on  PS  Form  4686-A 
shall  indicate  the  item  is  to  be  temporarily  purchased  locally,  and  perhaps 
that  it  will  no  longer  be  available  from  USPS  supply  sources .  When  out  of 
stock  or  discontinued  items  are  required  to  sustain  normal  MPO  operations,  they 
shall  be  obtained,  when  available,  from  local  supply  sources;  i.e.,  military 
self-service  supply  centers.  When  items  are  not  available  from  military 
self-service  sources,  commanders  may  authorize  the  local  purchase  of  like 
items  using  USPS  funds.  Postal  commanders  desiring  to  institute  local  purchase 
procedures  may  issue  implementing  instructions  to  their  field  activities. 

Local  purchases  shall  be  limited  to  a  maximum  of  $50  per  purchase  order,  with  a 
total  accumulation  not  to  exceed  $200  per  quarter.  Accountability  and  reporting 
requirements  are  outlined  in  DoD  4525. 6-M,  Volume  I,  Chapter  5,  paragraph  503, 
subsection  17. 
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U  S  tot*  S«rvci 

Supplies  And  equipment  receipt 
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COPE,  APO  NY  09102-0006 
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Figure  1  Sample  PS  Form  1590,  Supplies  and  Equipment  Receipt 
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FIGURE  3.  SAMPLE  PS  FORM  4686-A,  "SHIPPING  ORDER" 
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Figure  4.  Sample  Supply  Status  Information  on  Regulations 
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Figure  6.  Annual  Forecasts  Document  Flow. 


U.S.  Postal  Service 

Repair  Parts  Requisition 


Julian  Date  |  Organizational  Unit 


7025  AIRPS 


National  Stock  Number 
14-191 


6670-00-923-5876 


6670-00-923-3944 


6670-00-920-3946 


6670-00-000-8794 


Send  Original  To: 


US.  Postal  Service 
Western  Area  Supply  Center 
Repair  Parts  Supply,  Bldg.  302 
Highway  75  S.  A  SW  Monlara  Pkwy 
Topeka,  Kansas  66624-9602 


Street,  City,  State,  and  2IP+4 

AP0  New  York  09060 

OEM  Number 

Description 

11009 

Indicator 

Assembly 

10012 

uasbpot 

Assembly 

10017 

Indicator  Tape 
Assembly 

265496 

Scale  Platform 
Assembly 

Title 

MSgt. 


Data 

22  Jun  1989 


PS  Perm  4884,  January  1986 


(NSN  7540-00-000-0456) 


Figure  7.  Sample  PS  Form  4984,  "Repair  Parts  Requisition" 
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Figure  8.  Sample  PS  Form  4805  "Work  Record  Sheet 
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APPENDIX  C 


EQUIPMENT  MAINTENANCE  STANDARDS 

This  Appendix  contains  preventive  maintenance  information,  guidance  and  check¬ 
lists  (for  conveyors  only)  to  be  used  by  postal  commanders  to  develop,  imple¬ 
ment  and  aggressively  manage  the  Military  Postal  System's  Preventive  Maintenance 
Program.  Reference  material  used  to  provide  the  information  and  direction 
included  herein  include  the  USPS  Maintenance  Handbook  Series  MS  26,  43,  58,  82, 
101,  102,  and  111. 

The  use  of  procedures  and  practices  in  conflict  with  those  contained  in  this 
Appendix  must  be  specifically  authorized  by  the  cognizant  office  of  the  Military 
Postal  Service  Agency. 

All  equipment  shall  be  checked  daily  to  ensure  it  is  operational.  MPO  super¬ 
visors  shall  ensure  that  the  manufacturer's  operating  instructions  are  available 
for  each  item  of  mechanical  equipment  used.  Commanders  will  include  verifica¬ 
tion  of  and  accomplishment  preventive  maintenance  as  part  of  an  MPO's  daily 
operations  in  all  command  inspection  programs. 

Below  is  a  Property  Code  Numbers  (PCNs)  Handbook  F-43  listing  the  service  of 
postal  capital/sensitive  equipment.  The  useful  life  may  or  may  not  exceed  the 
service  life  as  stated  in  the  F-43  Handbook.  If  proper  preventive  maintenance 
is  performed,  it  should  extend  the  useful  life.  A  complete  overhaul  will 
usually  double  the  useful  life. 


EQUIPMENT 

USEFUL  LIFE 

Conveyors 

10  Years 

IRTs 

10  Years 

Postage  Meters 

10  Years 

Scales 

10  Years 

Cancellation  Machines  (Flyers) 

10  Years 

U-Carts 

local 

inspection 

required 

Indefinite 

Hampers 

local 

inspection 

required 

Indefinite 

Nutting  Trucks 

local 

inspection 

required 

Indefinite 

Cardboard  Trays 

local 

inspection 

required 

Indefinite 

Flat  Trays 

local 

inspection 

required 

Indefinite 

Pouch  Racks 

local 

inspection 

required 

Indefinite 

Letter  Cases 

local 

inspection 

required 

Indefinite 

Flat  Cases 

local 

inspection 

required 

Indefinite 

Vending  Machine  Booklets 

10  Years 

Strapping  Machines 

10  Years 

Preventive  maintenance  may  be  divided  into  three  major  categories,  inspection, 
cleaning  and  lubricating,  and  routine  preventive  maintenance. 

INSPECTION  -  Inspection  checklists  specify  those  activities  which  normally  call 
for  a  higher  level  of  mechanical  and  electrical  skill.  These  lists  are  con¬ 
cerned  principally  with  inspections  and  adjustments,  though  tightening  and 
cleaning  activities  may  be  included  when  delicate  or  complex  equipment  is 
involved.  Generally,  inspection  activities  are  performed  monthly,  quarterly, 
semi-annually,  and  annually. 


C-l 


CLEANING  AND  LUBRICATING  -  Cleaning  and  lubricating  checklists  are  primarily 
concerned  with  cleaning,  lubricating,  and  tightening  activities.  These  jobs 
do  not  ordinarily  require  as  much  technical  skill  as  those  appearing  on 
inspection  checklists.  Cleaning  and  lubricating  activities  are  usually  per¬ 
formed  monthly,  quarterly,  semi-annually,  and  annually. 

ROUTINE  PREVENTIVE  MAINTENANCE  -  Routine  preventive  maintenance  checklists  are 
concerned  with  all  of  the  activities  listed  above,  but  are  normally  directed  at 
a  level  of  skill  between  that  required  for  inspections  and  that  required  for 
cleaning  and  lubricating.  Inspection  and  adjustment  work  assigned  at  this  level 
is  less  complex  than  work  listed  for  inspections.  Routine  preventive  mainte¬ 
nance  activities  are  usually  performed  on  a  tour,  daily,  weekly,  and  bi-weekly 
intervals . 


Inspection,  cleaning  and  lubricating,  and  routine  preventive  maintenance 
activities  for  postal  service  equipment  are  listed  on  master  preventive  mainte¬ 
nance  checklists,  some  examples  of  which  are  included  in  this  Appendix. 

Assignment  of  Checklist  Numbers 

Each  checklist  should  be  assigned  an  alpha-numeric  identification  which  is 
unique  within  the  local  maintenance  organization  for  purpose  of  positive 
identification.  Where  applicable,  National  Maintenance  Information  and  Control 
System  (NMICS)  equipment  codes/acronyms  should  be  used  as  part  of  the  locally 
developed  checklist  number. 


Activity  No. 

2  -  insp. 

3  -  RPM 
U  -  cl.  &  lube, 


Equipment  Code/Acronym- 


N  -  AAAAA 


Designation  Letter 
M  -  Master  Checklist 
R  -  Route  Sheet 
C  -  Checklist 

k 

Sequence  Number 


An  example  showing  the  development  of  a  checklist  number  for  master  inspection 
checklist  No.  1  on  the  Multi-Positions  Letter  Sorting  Machine  (MPLSM)  is  shown 
below 


Activity  No. 
(Inspection)—— 

Equipment  Acronym 


2  -  MPLSM  -  1M 

Designation  Letter  (Master) 

Sequence  Number  (first 
MPLSM  insp.  checklist) 
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PREVENTIVE  MAINTENANCE  FOR  BOOKLET  VENDING  MACHINE  PBM-6 


PBM-6  Preventive  Maintenance  Requirements 


ITEM 

PROCEDURE 

FREQUENCY 

1 

Checking  for  wear  and  damage 

Every  Service 

2 

Cleaning  the  coin  mechanism 

As  needed  during 

service 

3 

Cleaning  the  interior  and 

As  needed  during 

exterior 

service 

PREVENTIVE  MAINTENANCE  INSTRUCTIONS 

Because  PBM-6  machines  are  often  in  remote  self-service  locations,  cleaning 
takes  place  only  as  needed.  Always  check  for  wear  and  damage  when  servicing  the 
machine  or  performing  routine  or  unscheduled  maintenance  of  any  sort.  Look 
for  any  worn,  broken,  bent,  scorched,  or  other  abnormal  conditions  of  machine 
parts.  Follow  safety  precautions  during  performance  of  preventive  maintenance. 


C-3 


CHECKING  FOR  WEAR  AND  DAMAGE 


Visually  inspect  the  following  electromechanical  items  for  wear,  damage, 
corrosion,  rust,  and  scorched  conditions: 

a.  All  metal  accessories  and  components 

b.  All  dispensing  module  moving  parts 

c.  All  printed  circuit  boards  and  switches 

d.  All  module  latches  and  catches 

e.  Front  panel  indicators,  COIN  REJECT  pushbutton,  coin  slot,  and 
BOOKLET  and  CHANGE  cups 

CLEANING  THE  COIN  MECHANISM 

Follow  coin  mechanism  removal  and  replacement  procedures  in  this  section. 
Stop  at  the  point  where  the  coin  mechanism  is  hanging  on  the  mounting  studs. 


1.  Push  down  on  coin  return  knob  while  observing  coin  mechanism.  This 
causes  coin  acceptor  lid  to  open  slightly.  The  coin  acceptor  lid  is  held 
closed  by  a  spring.  Grasp  lid  firmly,  and  carefully  swing  it  diagonally  upward 
and  to  right. 


CAUTION 


Do  not  use  solvents,  steel  wool,  scouring 
pads,  or  a  metal  bristle  brush  for  the 
following  cleaning  steps.  Do  not  use  any 
type  of  spray  lubricant. 

2.  Hold  coin  acceptor  lid  open.  Wipe  exposed  coin  ramp  and  inner  surface 
with  a  damp  cloth.  Use  a  cloth  dampened  with  water  and  a  mild  nonabrasive 
detergent  for  heavy  dirt  in  this  area. 

3.  Let  coin  acceptor  lid  close  gently. 

4.  The  coin  mechanism  cleaning  is  now  complete.  Follow  removal  and 
replacement  procedure  in  this  section,  beginning  at  point  of  installing  coin 
mechanism  in  machine.  Complete  replacement  procedure,  and  return  machine  to 


service . 


CLEANING  THE  INTERIOR  AND  EXTERIOR 


Wipe  surface  areas  of  PBM-6  clean  with  a  brush  and  a  dry,  lint-free  cloth.  Use 
a  vacuum  cleaner  on  all  surfaces.  Wash  or  clean  front  panel  with  detergent  NSN 
7930-00-357-7386.  Wipe  dry  with  a  clean,  dry  cloth. 
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PREVENTIVE  MAINTENANCE  FOR  STAMP  VENDING  MACHINE  PS-53C 


PS-53C  Preventive  Maintenance  Requirements 


ITEM  PROCEDURE  FREQUENCY 


L  Checking  for  wear  and  damage  Every  Service 


2  Cleaning  the  coin  mechanism  As  needed  during 

service 


3 


Cleaning  the  stamp  dispensing  As  needed  during 
modules  service 


Cleaning  the  interior  and 
exterior 


As  needed  during 
service 


PREVENTIVE  MAINTENANCE  INSTRUCTIONS 


Schedule  cleaning  on  an  as-needed  basis  because  of  the  remote  locations  of 
PS-53C  machines.  Check  for  wear  and  damage  each  time  the  PS-53C  is  serviced 
for  money  removal  and  stamp  replenishment,  or  when  routine  or  unscheduled 
maintenance  is  performed.  Look  for  any  worn,  broken,  bent,  scorched,  or  other 
abnormal  conditions  of  PS-53C  parts.  Follow  safety  precautions  during 
performance  of  preventive  maintenance. 

CHECKING  FOR  WEAR  AND  DAMAGE 

Visually  inspect  the  following  electromechanical  items  for  wear,  damage, 
corrosion,  rust,  and  scorched: 

a.  All  metal  accessories  and  components 

b.  All  stamp  module  moving  parts 

c.  All  printed  circuit  boards  and  switches 

d.  All  module  latches  and  catches 

e.  Front  panel  indicators,  coin  return  button,  coin  slot,  and  CHANGE  cup 


CLEANING  THE  COIN  MECHANISM 


1.  Push  down  on  coin  return  knob  while  observing  coin  mechanism.  This 
causes  coin  acceptor  lid  to  open  slightly.  The  coin  acceptor  lid  is  held 
closed  by  a  spring.  Grasp  lid  firmly,  and  carefully  swing  it  diagonally 
upward  and  to  right. 


CAUTION 


Do  not  use  solvents,  steel  wool,  scouring 
pads,  or  a  metal  bristle  brush  for  the 
following  cleaning  steps.  Do  not  use  any 
type  of  spray  lubricant. 

2.  Hold  coin  acceptor  lid  open.  Wipe  exposed  coin  ramp  and  inner  surface 
with  a  damp  cloth.  Use  a  cloth  dampened  with  water  and  a  mild  nonabrasive 
detergent  for  heavy  dirt  in  this  area. 

3.  Let  coin  acceptor  lid  close  gently. 

4.  The  coin  mechanism  cleaning  is  now  complete. 

CLEANING  THE  STAMP  DISPENSING  MODULE 

Remove  each  stamp  module  individually,  following  removal  instructions  in  this 
section,  and  clean  thoroughly.  Wipe  all  surface  areas  with  a  brush  and  a  dry, 
lint-free  cloth.  Use  a  vacuum  cleaner  to  remove  all  paper  dust  collected  within 
stamp  modules. 


CLEANING  THE  INTERIOR  AND  EXTERIOR 

Wipe  surface  areas  of  PS-53C  clean  with  a  brush  and  a  dry,  lint-free  cloth.  Use 
a  vacuum  cleaner  on  all  surfaces.  Wash  or  clean  front  panel  with  detergent 
NSN  7930-00-357-7786.  Wipe  dry  with  a  clean,  dry  cloth. 
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PREVENTIVE  MAINTENANCE  FOR  BOOKLET  VENDING  MACHINE  PBM-2 


PBM-2  Preventive  Maintenance  Requirements 


ITEM 

PROCEDURE 

FREQUENCY 

I 

Checking  for  wear  and  damage 

Every  Service 

2 

Cleaning  the  coin  mechanism 

As  needed  during 
service 

3 

Cleaning  the  interior  and 

As  needed  during 

exterior 

service 

PREVENTIVE  MAINTENANCE  INSTRUCTIONS 

The  above  lists  all  preventive  maintenance  requirements.  Always  check  for 
wear  and  damage  when  servicing  the  machine.  Because  PBM-2  machines  are  often 
in  remote  self-service  locations,  cleaning  takes  place  only  as  needed. 

Follow  safety  precautions  during  performance  of  preventive  maintenance.  Before 
opening  the  access  door,  disable  the  external  alarm  system  and  remove  power  by 
unplugging  the  machine  from  the  AC  outlet.  Upon  completion  of  preventive 
maintenance,  close  the  rear  access  door,  enable  the  burglar  alarm  system,  and 
return  power  by  plugging  the  machine  into  the  AC  outlet. 


( 


< 
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CHECKING  FOR  WEAR  AND  DAMAGE 


Visually  inspect  the  following  items  for  wear,  damage,  corrosion,  rust,  and 
scorched  conditions,  and  discoloration: 

1.  All  metal  accessories  and  components 

2.  All  dispending  module  moving  parts 

3.  All  printed  circuit  boards  and  switches 

4.  All  module  latches 

5.  Front  panel 

6.  Front  panel  indicators,  COIN  REJECT  button,  coin  slot,  and  BOOKLET 
and  CHANGE  cups 

Report  any  defective  parts  to  the  MPO  supervisor. 

CLEANING  THE  COIN  MECHANISM 


Materials.  Cleaning  the  coin  mechanism  requires  the  following  materials: 

a.  Soft  damp  cloth  (nonabrasive) 

b.  Detergent  (nonabrasive  liquid  soap) 

c.  Dry  cloth  (nonabrasive) 

Procedures.  Use  the  following  steps  to  clean  the  coin  mechanism: 

Remove  coin  mechanism  as  stated  below: 

a.  Remove  power  by  unplugging  power  cord  from  wall  outlet. 

b.  Unlock  and  open  access  door. 

c.  Unplug  coin  mechanism  by  separating  P10  from  J10. 

d.  Grasp  mechanism  by  its  slide  bracket  and  carefully  slide  it  out  of 


machine. 


e.  To  empty  coin  tubes  and  remove  slide  bracket: 

(1)  Hold  down  the  two  clips  located  in  upper  corners  of  mechanism. 

(2)  Push  out  top  end  of  acceptor  until  it  clears  mechanism. 

(3)  Pull  up  coin  acceptor  until  tabs  located  on  sides  of  coin 
acceptor  reach  their  upper  limit. 

(4)  S”i,ng  bottom  end  of  coin  acceptor  out  of  mechanism. 

(5)  Remove  coins  from  coin  tubes. 
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(6)  Remove  slide  bracket.  Set  aside  for  use  on  replacement  coin 

mechanism. 

(7)  Replace  coin  acceptor  by  reversing  procedures  described  in 
steps  (1)  through  (6)  above. 

2.  Push  coin  return  lever  and  open  coin  acceptor  lid.  Grasp  lid  firmly, 
and  hold  it  open  while  cleaning  coin  path. 

CAUTION 


Do  not  use  abrasive  substance  or  materials 
like  steel  wool,  scouring  pads,  or  a  brush 
with  stiff  bristels  to  clean  the  coin  path. 

Do  not  lubricate  the  coin  path. 

3.  Wipe  coin  path  and  inside  of  lid  with  a  soft  damp  cloth.  For  heavy 
dirt  in  this  area,  use  a  mild  nonabrasive  liquid  detergent  applied  to  a  damp 
cloth.  If  area  cannot  be  cleaned,  replace  coin  mechanism.  Do  not  attempt 
to  scrape  away  heavy  dirt  as  this  might  cause  permanent  damage  to  module. 

4.  Dry  thoroughly  with  nonabrasive  cloth. 

5.  GENTLY  close  coin  acceptor  lid. 

6.  Replace  coin  mechanism  in  accordance  with  the  below  procedures: 

To  load  coin  tubes  and  attach  slide  bracket,  proceed  as  follows: 

a.  Hold  down  two  clips  located  in  upper  corners  of  mechanism. 

b.  Push  out  top  end  of  coin  acceptor  until  it  clears  mechanism. 

c.  Pull  up  coin  acceptor  until  tabs  located  on  sides  of  coin  acceptor 
reach  their  upper  limit. 

d.  Swing  bottom  end  of  coin  acceptor  out  of  mechanism. 

e.  Load  coin  tubes  with  desired  amount  of  coins. 

f.  Set  DIP  switches  on  back  of  coin  acceptor  to  chosen  settings. 

g.  Attach  slide  bracket  removed  in  paragraph  l.e.6. 

h.  Replace  coin  acceptor  by  reversing  procedures  described  in  steps  a 
through  d  above. 

7.  Carefully  slide  coin  mechanism  onto  slide  mount  bracket,  and  push 
until  it  clears  connector  J10. 


8.  Connect  P10  to  J10. 


9.  Plug  power  cord  into  wall  outlet,  and  apply  power  by  pulling  out 
(activating)  interlock  switch. 


10.  Perform  the  procedures  listed  below: 
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PBM-2  Performance  Test 


STEP 

PROCEDURE 

PERFORMANCE 

1 

Power-up  check.  Open  rear  door. 

Make  sure  all  assemblies  are 
installed  and  no  coins  are  in 
machine.  Plug  in  power  cord. 

Pull  out  (activate)  interlock 
switch. 

Power-on  lamp  lights. 

Credit  display  LED’s  light 
and  read  zero  (0.00). 

EMPTY  LED  flashes. 

2 

TEST  SWITCH  and  VEND  LIGHT  LED 
checks.  Press  TEST  SWITCH 
momentarily  and  release. 

Dispensing  motor  runs  one 
cycle.  VEND  LIGHT  LED 
lights  during  vend  cycle. 

EMPTY  LED  flashes. 

3 

Power-down  check.  Push  interlock 
switch  to  center  (off)  position. 

EMPTY  LED,  credit  display 

LED's,  and  power-on  lamp 
go  out. 

4 

EMPTY  LED  check.  Load  dispenser 
with  30  test  booklets.  Put 
weight  on  top  of  booklets.  Set 
$ACPT/N0  $ACPT  switch  to  OFF. 

Pull  out  (activate)  interlock 
switch. 

EMPTY  LED  remains  out  and 
power-on  lamp  lights. 

USE  EXACT  CHANGE  LED 
flashes.  Display  reads 
zero  (0.00). 

5 

PRICE  SWITCHES  and  credit  display 
LED's  checks.  Switch  escrow 
disable  switch  to  the  off 
position.  Set  PRICE  SWITCHES 
.40  and  .05  to  the  ON  position 
for  a  total  of  $0.45.  Record 
cash  accountability  counter 
reading,  and  insert  nine 
nickels  in  coin  slot. 

Credit  display  advances 
with  each  nickel  deposited 
for  a  total  of  $0.45. 

Machine  vends  one  booklet. 
Credit  displays  returns 
to  zero  (0.00),  and  cash 
accountability  counter  adds 
$0.45.  USE  EXACT  CHANGE 

LED  flashes. 

6 

Escrow  disable  switch  check.  Set 
escrow  disable  switch  in  the  ON 
position.  Insert  one  quarter  and 
one  dime.  Press  the  COIN  REJECT 
button. 

Inserted  coins  do  not  pass 
through  to  CHANGE  cup. 

Insert  one  dime,  machine 
vends  one  booklet. 

7 

Escrow  disable  switch  check.  Set 
escrow  disable  switch  in  the  OFF 
position.  Insert  one  quarter  and 
one  dime.  Press  the  COIN  REJECT 
button. 

Inserted  quarter  and  dime 
pass  through  to  CHANGE 
cup . 

..m- 
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STEP 


PROCEDURE 


PERFORMANCE 


COIN  REJECT  button  check.  Insert 
one  quarter,  one  dime,  and  one 
nickel.  Push  COIN  REJECT  button. 


Credit  display  shows  in 
sequence  $0.25,  $0.35,  and 
$0.40  and  returns  to  zero 
(0.00)  as  the  coins  return 
to  CHANGE  cup.  USE  EXACT 
CHANGE  LED  flashes. 


9  Booklet  vend  and  cash  accounta¬ 

bility  counter  checks.  Insert 
one  quarter  and  four  nickels. 


Credit  display  shows  in 
sequence  $0.25,  $0.30, 
$0.35,  $0.40  and  $0.45. 
Machine  vends  one  booklet. 
Credit  display  returns  to 
zero  (0.00),  and  cash 
accountability  counter 
adds  $0.45.  USE  EXACT 
CHANGE  LED  flashes. 


10  Change  return  check, 

two  quarters. 


I 


Insert  Credit  display  shows  in 

sequence  $0.25  and  $0.50. 
Machine  vends  one  booklet 
and  returns  one  nickel  to 
CHANGE  cup.  Credit 
display  returns  to  zero 
(0.00),  and  cash  accounta¬ 
bility  counter  adds  $0.45. 
USE  EXACT  CHANGE  LED 
flashes . 


11  Change  return  check.  Insert  Credit  display  shows  in 

one  dime  and  two  quarters.  $0.10,  $0.35,  and  $0.60. 

Machine  vends  one  booklet 
and  return  three  nickels 
to  CHANGE  cup.  Credit 
display  return  to  zero 
(0.00),  and  cash  accounta¬ 
bility  counter  adds  $0.45. 
USE  EXACT  CHANGE  LED 
flashes . 


12  Low  quarter  SBA  coin  reject 

check.  Insert  one  Susan  B. 
Anthony  (SBA)  dollar  coin. 


Credit  display  shows  zero 
(0.00).  The  SBA  coin 
returns  to  CHANGE  cup. 

USE  EX/.  ^  CHANGE  LED 
flashes . 


3  L  EXACT  CHANGE  LED  check. 

Insert  two  quarters. 


Credit  display  shows  in 
sequence  $0.25  and  $0.50. 
Machine  vends  one  booklet 
and  ret  xns  op°  nickel  to 


CHANGE  cup.  Credit 
display  returns  to  zero 
(0.00),  and  cash  accounta¬ 
bility  counter  adds  $0.45. 
USE  EXACT  CHANGE  LED  goes 
out . 


14  SBA  coin  accept  check.  Insert  Credit  display  shows  in 

one  quarter  and  one  SBA  dollar  sequence  $0.25  and  $1.25. 

Machine  vends  one  booklet 
and  returns  three  quarters 
and  one  nickel.  Credit 
display  returns  to  zero 
(0.00),  and  cash  accounta¬ 
bility  counter  adds  $0.45. 
USE  EXACT  CHANGE  LED 
flashes . 


15  INVENTORY  SWITCHES  check.  Press  No  coins  remain  in  tubes, 

three  INVENTORY  SWITCHES  to 
empty  coin  inventory  tubes. 
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CLEANING  THE  INTERIOR  AND  EXTERIOR 


Materials.  Cleaning  the  interior  and  exterior  of  the  PBM-2  requires  the 
following  materials: 

a.  Vacuum  cleaner 

b.  Brush 

c.  Dry,  lintless  cloth 

d.  Detergent  (NSN  7930-00-357-7386) 

Procedure.  Use  the  following  procedure  to  clean  che  interior  and  exterior  of 
the  PBM-2: 

1.  Remove  the  cashbox. 

2.  Gently  brush  and  vacuum  surfaces  of  . ’  '  components  inside  machine. 

3.  Wipe  surfaces  of  components  with  a  dry,  lintless  cloth. 

4.  Clean  front  panel.  Use  detergent  as  necessary.  Wipt  dry  with  dry, 
lintless  cloth. 

5.  Clean  cashbox  and  return  it  to  machine. 


C-17 


A  s  raJ  .  (• 


PREVENTIVE  MAINTENANCE  FOR  POSTAGE  METER  HEADS 
Postage  Meter  Head  Preventive  Maintenance  Requirements 


ITEM 

PROCEDURE 

FREQUENCY 

1 

-Service  Functions  Only- 
Limited  to  installing  meter 
tape  and  filling/refilling 
ink  and  water  supply. 

When  required. 

Postage  Meter  Base  Preventive  Maintenance  Requirements 

ITEM 

PROCEDURE 

FREQUENCY 

1 

Local  maintenance  and  repair 
authorized  when  performed  by 
military  maintenance  personnel 
or  subsidiary  companies  of  the 
manufacturer  or  USPS. 

When  required. 

Scale, 

Automatic  Indicating  Pound,  100  Pound 

and  125  Pound 

ITEM 

PROCEDURE 

FREQUENCY 

1 

Local  maintenance  and  repair 
authorized  when  performed  by 
military  maintenance  personnel 
or  subsidiary  companies  of  the 
manufacturer  daily. 

When  required. 

to 

2  Service  functions  performed  by  Daily. 


the  operator  are  limited  to: 

Cleaning  scale  externally. 

Seeing  that  scale  does 
not  rock. 


Checking  for  correct  zero 
weight . 

Seeing  that  the  platform  is 
free  to  move  and  return 
to  normal  position  after 
displacement . 
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PREVENTIVE  MAINTENANCE  FOR  CANCELLING  MACHINE 


Cancelling  Machine  Preventive  Maintenance  Requirements 


ITEM 

PROCEDURE 

FREQUENCY 

1 

Clean  dust  and  lint  from 
the  top  of  the  machine 
using  a  small  paint  brush. 

Avoid  pushing  dust  into 
oilless  bearing.  Inspect 
to  determine  if/when  Item 

Numbers  2-3  are  necessary. 

Daily. 

2 

Clean  die  hub  and  treat  with 
cleaning  solvent  if  it  becomes 
caked  with  ink  and  dust. 
Similarly,  clean  other  exposed 
metal  parts;  however,  avoid 
exposing  rubber  rollers  to 
oil  or  cleaning  liquid. 

When  required. 

3 

Oil  areas  marked  for  oiling, 
including  moving  parts  not 
marked  that  normally  require 
lubrication. 

When  required. 

4 

Ink  the  roller  by  rolling  it 
on  a  small  amount  of  ink  on  a 
flat  surface.  Invert  roller 
occasionally  to  equalize 
wear.  Replace  roller  when 
necessary . 

When  required. 

5 

Adjust  as  necessary  in 
accordance  with  manufacturer's 
instructions.  Add  oil  to  oil 
trough,  as  necessary. 

Model  "H.D.2":  SAE  10  or 

20,  nondetergent 

When  required. 

Model  "M":  SAE  10, 
nondetergent 


Cancelling  Machine  Preventive  Maintenance  Requirements  (Cont.) 


ITEM _ PROCEDURE _ FREQUENCY 

6  Change  oil-Model  H.D. 2-clean  Semi-annually, 

trough  before  adding  3  pints 
of  new  oil. 


7  Change  oil-Model  M-clean  Annually 

before  adding  1  pint  of  new 
oil . 


NOTE  -  The  cancelling  machine  has  been  designed  to  be  dependable  during  normal 
daily  use  for  10  years.  All  wear  on  the  machine  is  gradual,  allowing 
replacement  parts  to  be  ordered  before  breakdown,  if  the  operator 
examines  the  working  parts  when  the  machine  is  being  cleaned  and 
lubricated. 
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MASTER  PREVENTIVE  MAINTENANCE  CHECKLIST  -  SIDE  A 

Type  of  Activity:  INSPECTION 

Checklist  Number: 

2-PPC-1H 

System: 

Portable  Conveyors 

ea“‘ssrw. 

Tyne:  General  purpose 

ESSSfAg§BSU8ainq 

Component 


GENERAL 


DRIVE 


SECTION 


Frequency  By 
Service  Condition 


(Safety)  observe  all  safety  precautions. 
Disconnect  power  cable  except  when 
operations  must  be  performed  with  the 
equipment  running.  Be  especially  cautious 
when  performing  operations  with  the 
equipment  running. 

(Power  cable)  Connect  power  cable  and 
operate  conveyor. 

(Power  Cable)  Disconnect  power  cable  from 
receptacle. 

(Motor  and  Reducer  or  Gearmotor)  with 


conveyor  running,  feel  motor  and  reducer 
housing  to  detect  excessive  vibration. 
Listen  for  evidence  of  damage  or  wear 
to  internal  parts.  Look  for  evidence  of 
lubricant  leakr.ge. 

(Drive  Section)  With  conveyor  running 


observe  the  overall  performance  of  the 
motor,  reducer,  and  power  transmission 
equipment. 

(Roller  Chain  Transmission)  With  power 


cable  disconnected,  remove  chain  guard. 

Look  for  excessive  wear  to  roller  chain  and 
sprocket  teeth.  Look  for  corrosion  and 
build-up  of  dirt  on  transmission  parts. 

Feel  chain  to  determine  if  tension  is 
properly  adjusted.  Feel  sprockets  to  be 
sure  they  are  tight  on  shafts.  Remount 
chain  guard. 


•Frequency  to  agree  with  "operating  items" 
appearing  on  individual  checklist.  Iheoe 
performance  time  standards  have  not  been 
included  in  the  data  presented  on  the 
summary  sheet. 


MASTER  PREVENTIVE  MAINTENANCE  CHECKLIST  -  SIDE  I 


Typ*  of  Activity:  INSPECTION 


Syitcm.  Conveyors 


Performance  Time  Criteria 


Checklist  Number: 
Z-PPf.-lM 


Equipment: 

All  Models 


Notes  end  Additional  Information 


Frequency 

Factor 


(Safety) 


5  alnutes  Includes  travel  time  to  the 

job  site 


2  I  (power  cable)  2  minutes  I  Standard 


3  I  (power  cable)  2  minutes  I  Standard 


(Motor  and  2  minutes 

Reducer  or  Gearmotor) 


Standard 


(Drive  Section)  2  minutes 


Standard 


(Roller  Chain 
Transmission) 


6  minutes 


Standard 


"Frequency  to  agree  with 
"operating  items"  appearing  on 
individual  checklist.  These 
performance  time  standards 
have  not  been  included  in  the 
data  presented  on  the  summary 
sheet'. 


MASTER  PREVENTIVE  MAINTENANCE  CHECKLIST  -  SIDE  A 

Typs  of  Activity:  INSPECTION 


Syttxn: 


Checklist  Number: 
2-PPC-1H 


Portable  Conveyor* 


'•SSTiiia. 


Component  I  Item 


CONVEYING 


SECTION 


RA 


SYSTEM 


(Model  C) 
(Model  K) 


STRUCTURAL 


(Model  J) 


(Models 
C  4  G) 


Frequency  By 
Service  Condition 


(Belt  Alinement  and  Tension)  With  conveyor 


running,  observe  tracking  of  the  belt 
overdrive,  terminal,  and  take-up  pulleys 
(if  reversible,  observe  in  both  directions). 
Observe  the  belt  for  proper  tension 
adjustment. 

(Pulley  Bearings)  With  conveyor  running,  liste 
for  abnormal  noise  from  pulley  and  roll 
bearings.  Feel  accessible  bearing  housings 
to  detect  excessive  vibration.  Observe  each 
pulley  for  eccentricity  or  other  indication 
of  bent  shaft. 

(Belt  and  Lacing)  With  power  cable  connected, 
jog  conveyor  and  observe  condition  of  belt 
and  lacing  along  entire  length  of  belt. 


10  (Hydraulic  System)  with  power  cable  connected, 
operate  the  boom  section  and  observe  the 
hydraulic  system  (manual  or  motor  driven 
pump,  whichever  is  applicable) .  look  for 
leakage  around  cylinders,  caps,  piston  rods, 
and  in  tubing  and  fittings  of  fluid  lines. 

11  (Conveyor  Frame)  With  power  cable  disconnected 
look  for  damage  to  the  frame,  hopper,  boom 
and  other  structural  members.  Check  for 
loose  bolts,  broken  welds,  and  broken  or 
loose  rivets.  Check  casters  for  damage. 

12  (Boom)  With  conveyor  running,  slide  the 
boom  back  and  forth  and  check  for  free 
movement  and  smooth  operation.  Check  boom 
lock  assembly. 

13  (Manual  Tilt  Mechanism)  With  power  cable 
disconnected,  operate  the  elevating  crank 
to  test  for  proper  operation  of  tilt 
mechanism.  Look  for  damage  to  and  feel  for 
secure  mounting  of  parts. 


MASTER  PREVENTIVE  MAINTENANCE  CHECKLIST  -  SIDE  t 

Check  lilt  Number: 

2-PPC-1M 

Type  Of  Activity:  INSPECTION 

System: 


Portable  conveyor 


Performance  Time  Crittria 


(Balt  Alinement  4  minutes 
and  Tension) 


Equipment 


STr*  Models 


(pulley 

Bearings) 


Note*  and  Additional  Information 


Frequency 

Factor 


Lt  Mod  I  Sev 


Standard 


3  minutes  Standard 


(Belt  and 

Lacing) 


5  minutes  Standard 


Hydraulic 

System) 


5  minutes  Applies  to  Model  C  &  H 

Portable  Conveyors 


11  (Conveyor  Frame)  4  minutes  I  Standard 


(Boom) 


2  minutes 


Applies  to  Model  J 
Portable  Oonveyor 


(Manual  Tilt  2  minutes  Applies  to  Models  C  t  G 

Mechanism)  Portable  Conveyors 


MASTED  PREVENTIVE  MAINTENANCE  CHECKLIST  -  SIOE  A 

Type  of  Activity:  INSPECTION 


Choeklitt  Number: 
2-PPC-1H 


Portable  Oonveyors 


System: 


Component  |  Item 


Equipment: 

All  Models 


Frequency  By 
Service  Condition 


CONTROLS 


GENERAL 


(Switches  and  wiring)  With  power  cable  dis¬ 


connected,  look  and  feel  for  damage  to 
switch  boxes,  cable  reels,  aid  associated 
conduit  and  triring.  Look  for  damage  to 
power  cable  and  plugs. 

(Clean-up)  Clean  all  parts  of  the  aonveyor. 
Remove  all  inspection  equipment  from  work 
area,  initiate  repair  w<Srk  orders  as  re¬ 
quired.  Report  serious  deficiencies  to  the 
maintenance  supervisor. 
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IDENTIFICATION 


U  S.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 


SUB-EOUIPMENT/AREA 


EQUIPMENT  TYPE 


DATE  LAST  REVISED 


MODEL/SERIES 

MODEL  89 


REVISION  NO. 


ORIGINAL  ISSUANCE  DATE 


APPROVED  BY  (INITIALS) 


PART  OR 
COMPONENT 

ITEM 

NO. 

INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 

GENERAL 

1. 

(SAFETY)  Observe  all  safety  precautions.  Disconnect 
power  cable  except  when  operations  must  be  performed 
with  equipment  running.  Be  especially  cautious  when 
performing  operations  with  equipment  running. 

DRIVE  SECTION 

2. 

(MOTOR  AND  REDUCER  OR  GEARMOTOR)  With  conveyor 
running,  feel  motor  and  reducer  housing  to  detect  exces¬ 
sive  vibration.  Listen  for  evidence  of  damage  or  wear  to 
internal  parts.  Look  for  evidence  of  lubricant  leakage. 

3. 

(DRIVE  SECTION)  With  conveyor  running,  observe 
overall  performance  of  motor,  reducer,  and  power 
transmission  equipment. 

4. 

(ROLLER  CHAIN  TRANSMISSION)  With  power  cable  dis¬ 
connected,  remove  chain  guard.  Look  for  excessive  wear 
on  roller  chain  and  sprocket  teeth.  Look  for  corrosion 
and  buildup  of  dirt  on  transmission  parts.  Feel  chain 
to  determine  if  tension  is  properly  adjusted.  Feel 
sprockets  to  be  sure  they  are  tight  on  shafts.  Remount 
chain  guard. 

CONVEYING 

5. 

(BELT  ALIGNMENT  AND  TENSION)  With  conveyor  running, 

SECTION 

observe  tracking  and  tension  of  belt  over  drive  terminal 
and  takeup  pulleys.  (If  reversible,  observe  in  both 
directions.) 

6. 

(PULLEY  BEARINGS)  With  conveyor  running,  listen  for 
abnormal  noise  from  pulley  and  roll  bearings.  Feel 
accessible  bearing  housings  to  detect  excessive  vibration. 
Observe  each  pulley  for  eccentricity  or  other  indications 
of  wear. 

7. 

(BELT  AND  LACING)  Operate  conveyor  and  observe 
condition  of  entire  length  of  belt  and  lacing. 

STRUCTURAL 

8. 

(CONVEYOR  FRAME)  With  power  cable  disconnected, 
look  for  damage  to  frame,  tower,  guards,  etc.  Check 
for  loose  or  defective  bolts,  rivets,  and  welds.  Check 
casters  for  damage. 

FREQUENCY 


PS  FORM 
DEC  1982  f  • 


PAGE  OF  PAGES 


IDENTIFICATION 


US.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


EQUIPMENT 

ACRONYM 


NUMBER  TYPE 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 


SUB-EQUIPMENT/AREA 


EQUIPMENT  TYPE 


DATE  LAST  REVISED 


MODEL/SERIES  ORIGINAL  ISSUANCE  DATE 

MODEL  89 


REVISION  NO. 


APPROVED  BY  (INITIALS) 


PART  OR 
COMPONENT 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


(SWITCHES  AND  WIRING)  With  power  cable  disconnected, 
look  and  teel  for  damage  to  switch  boxes,  cables,  con¬ 
duit,  and  wiring.  Look  for  damage  to  power  cable  and 
plugs. 

(CLEANUP)  Remove  all  tools,  rags,  and  debris  from  work 
area.  Initiate  repair  work  orders  as  required.  Report 
serious  deficiencies  to  maintenance  supervisor. 

Check  operation  of  the  emergency-stop  switches 
and  proper  installation  of  mechanical  guards  over 
potential  pinch  points. 


FREQUENCY 


028 


IDENTIFICATION 


U  S.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 

EQUIPMENT  TYPE 

MODEL/SERIES 

MODEL  89 

ORIGINAL  ISSUANCE  DATE 

SUB-EQUIPMENT/AREA 

DATE  LAST  REVISED 

REVISION  NO. 

APPROVED  BY  (INITIALS) 

PART  OR 
COMPONENT 


GENERAL 


DRIVE  SECTION 


CONVEYING 

SECTION 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


(SAFETY)  Observe  all  safety  precautions.  Disconnect 
power  cable  except  when  maintenance  action  must  be 
performed  with  equipment  running.  Be  especially 
cautious  when  performing  operations  with  equipment 
running. 

(MOTOR  AND  REDUCER  BEARINGS.  WHERE  GREASE 
FITTINGS  ARE  PROVIDED)  With  power  cable  discon* 
nected,  remove  relief  plugs  from  bearings.  Wipe  fittings 
to  remove  dirt.  Using  a  hand-grease  gun,  purge  bearings 
by  applying  lubricant  through  fittings  until  fresh  lubri¬ 
cant  appears  at  relief  hole.  Connect  power  cable  and  run 
motor  and  reducer  for  a  short  time  to  allow  excess  grease 
to  run  out.  then  replace  relief  plugs. 

(GEARCASE  OIL  LEVEL)  With  power  cable  disconnected, 
remove  oil  level  plug  and  determine  level  of  lubricant 
in  gearcase.  Add  lubricant  as  required  to  reach  proper 
level.  Clean  breather  vent  and  wipe  away  any  excess 
lubricant. 

(ROLLER  CHAIN)  With  conveyor  running,  use  a  brush  to 
apply  lubricant  to  roller  chain. 

(GEARCASE)  With  power  cable  disconnected  and  unit 
warm  from  running,  remove  filler  cap  from  gearcase. 
Remove  drain  plug  and  drain  old  lubricant  from  gear- 
case.  Replace  drain  plug  and  fill  gearcase  to  proper 
level.  Clean  breather  vent,  replace  tiller  cap,  and 
wipe  excess  oil  from  gearcase  exterior. 

(CASTERS,  WHERE  FITTINGS  ARE  PROVIDED)  With 
power  cable  disconnected,  wipe  fittings.  Using  a 
hand-grease  gun,  apply  small  amount  of  lubricant  to 
fittings.  Wipe  away  any  excess  lubricant. 

(PULLEY  BEARINGS,  WHERE  FITTINGS  ARE  PROVIDED) 
With  power  cable  disconnected,  wipe  dirt  from  all  lube- 
type  pulley  bearings.  Using  a  hand-grease  gun,  apply  a 
small  amount  of  lubricant  to  fittings.  Wipe  away  excess 
lubricant. 


FREQUENCY 
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IDENTIFICATION 


U  S  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 

EQUIPMENT  TYPE 

MODEL/SERIES 

MODEL  89 

ORIGINAL  ISSUANCE  DATE 

SUB-EOUIPMENT/AREA 

DATE  LAST  REVISED 

REVISION  NO 

APPROVED  BY  (INITIALS) 

PART  OR 
COMPONENT 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


With  power  cable  disconnected,  wipe  dirt  from  fittings. 
Using  hand-grease  gun,  apply  small  amount  of  lubri¬ 
cant  to  bearings. 

(CLEANUP)  Remove  all  tools,  rags,  and  debris  from  work 
area.  Initiate  repair  work  orders  as  required.  Report 
serious  deficiencies  to  maintenance  supervisor. 

Check  operation  of  the  emergency-stop  switches 
and  proper  installation  of  mechanical  guards  over 
potential  pinch  points. 


FREQUENCY 
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IDENTIFICATION 


U  S.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


EQUIPMENT 

ACRONYM 


NUMBER  TYPE 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 

EQUIPMENT  TYPE 

MODEL/SERIES 

MODEL  L 

ORIGINAL  ISSUANCE  DATE 

SUB-EQUIPMENT/AREA 

OATE  LAST  REVISED 

REVISION  NO. 

APPROVED  BY  (INITIALS) 

PART  OR 
COMPONENT 

ITEM 

NO 

INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 

GENERAL 

1. 

(SAFETY)  Observe  all  safety  precautions.  Disconnect 
power  cable  except  when  operations  must  be  performed 
with  equipment  running.  Be  especially  cautious  when 
performing  operations  with  equipment  running. 

DRIVE  SECTION 

2. 

(MOTOR  AND  REDUCER  OR  GEARMOTOR)  With  conveyor 
running,  feel  motor  and  reducer  housing  to  detect  exces¬ 
sive  vibration.  Listen  for  evidence  of  damage  or  wear  to 
internal  parts.  Look  for  evidence  of  lubricant  leakage. 

3. 

(DRIVE  SECTION)  With  conveyor  running,  observe 
overall  performance  of  motor,  reducer,  and  power 
transmission  equipment. 

4. 

(ROLLER  CHAIN  TRANSMISSION)  With  power  cable  dis¬ 
connected,  remove  chain  guard.  Look  for  excessive  wear 
on  roller  chain  and  sprocket  teeth.  Look  for  corrosion 
and  buildup  of  dirt  on  transmission  parts.  Feel  chain 
to  determine  if  tension  is  properly  adjusted.  Feel 
sprockets  to  be  sure  they  are  tight  on  shafts.  Remount 
chain  guard. 

CONVEYING 

5. 

(BELT  ALIGNMENT  AND  TENSION)  With  conveyor  running, 

SECTION 

observe  belt  tracking  and  tension  over  drive,  terminal, 
anc  ta.  aup  pulleys.  If  reversible,  observe  in  both 
directions. 

6. 

(PULLEY  BEARINGS)  With  conveyor  running,  listen  lor 
abnormal  noise  from  pulley  and  roll  bearings.  Feel 
accessible  besrlng  housings  to  detect  excessive  vibration. 
Observe  each  pulley  ior  eccentricity  or  other  indications 
of  wear. 

7. 

(BELT  AND  LACING)  Operate  conveyor  and  observe 
condition  of  entire  length  of  belt  and  lacing. 

STRUCTURAL 

8. 

(CONVEYOR  FRAME)  With  power  cable  disconnected, 
look  for  damage  to  frame,  tower,  guards,  etc.  Check 
for  loose  or  defective  bolts,  rivets,  and  welds.  Check 
caster*,  for  damage. 

FREQUENCY 
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IDENTIFICATION 


US.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 


SUB-EQUIPMENT/AREA 


EQUIPMENT  TYPE 


DATE  LAST  REVISED 


MODEL/SERIES 

MODEL  L 


REVISION  NO. 


ORIGINAL  ISSUANCE  DATE 


APPROVED  BY  (INITIALS) 


PART  OR 
COMPONENT 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


(SWITCHES  AND  WIRING)  With  power  cable  disconnected, 
look  and  feel  for  damage  to  switch  boxes,  cables,  con¬ 
duit,  and  wiring.  Look  for  damage  to  power  cable  and 
plugs. 

(CLEANUP)  Remove  all  tools,  rags,  and  debris  from  work 
area.  Initiate  repair  work  orders  as  required.  Report 
serious  deficiencies  to  maintenance  supervisor. 

Check  operation  of  the  emergency-stop  switches 
and  proper  installation  of  mechanical  guards  over 
potential  pinch  points. 


FREQUENCY 


PS  FORM  ,777 
DEC  1982  0,(11 


PAGE  OF  PAGES 


IDENTIFICATION 


U.S.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 


SUB-EQUIPMENT/AREA 


EQUIPMENT  TYPE 


DATE  LAST  REVISED 


MODEL/SERIES 

MODEL  L 


REVISION  NO. 


ORIGINAL  ISSUANCE  DATE 


APPROVED  BY  (INITIALS) 


PART  OR 
COMPONENT 


GENERAL 


DRIVE  SECTION 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


(SAFETY)  Observe  all  safety  precautions.  Disconnect 
power  cable  except  when  maintenance  action  must  be 
performed  with  equipment  running.  Be  especially 
cautious  when  performing  operations  with  equipment 
running. 

(MOTOR  AND  REDUCER  BEARINGS.  WHERE  GREASE 
FITTINGS  ARE  PROVIDED)  With  power  cable  discon¬ 
nected,  remove  relief  plugs  from  bearings.  Wipe  fittings 
to  remove  dirt.  Using  a  hand-grease  gun,  purge  bearings 
by  applying  lubricant  through  fittings  until  fresh  lubricant 
appears  at  relief  hole.  Connect  power  cable  and  run  motor 
and  redgcer  for  a  short  time  to  allow  excess  grease  to  run 
out,  then  replace  relief  plugs. 

(GEARCASE  OIL  LEVEL)  With  power  cable  disconnected, 
remove  oil  level  plug  and  determine  level  of  lubricant 
in  gearcase.  Add  lubricant  as  required  to  reach  proper 
level.  Clean  breather  vent  and  wipe  away  any  excess 
lubricant. 


FREQUENCY 


CONVEYING 

SECTION 


(ROLLER  CHAIN)  With  conveyor  running,  use  a  brush  to 
apply  lubricant  to  roller  chain. 

(GEARCASE)  With  power  cable  disconnected  and  unit 
warm  from  running,  remove  filler  cap  from  gearcase. 
Remove  drain  plug  and  drain  old  lubricant  from  gear- 
case.  Replace  drain  plug  and  fill  gearcase  to  proper 
level.  Clean  breather  vent,  replace  filler  cap,  and 
wipe  excess  oil  from  gearcase  exterior. 

(CASTERS,  WHERE  FITTINGS  ARE  PROVIDED)  With 
power  cable  disconnected,  wipe  fittings.  Using  a  hand- 
grease  gun,  apply  a  small  amount  of  lubricant  to  fittings. 
Wipe  away  any  excess  lubricant. 

(PULLEY  BEARINGS,  WHERE  FITTINGS  ARE  PROVIDED) 
With  power  cable  disconnected,  wipe  dirt  from  all  lube- 
type  pulley  bearings.  Using  a  hand-grease  gun.  apply  a 
small  amount  of  lubricant  to  fittings.  Wipe  away  excess 
lubricant. 
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( 
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IDENTIFICATION 


U.S.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 


SUB-EQUIPMENT/AREA 


EQUIPMENT  TYPE 


DATE  LAST  REVISED 


MODEL/SERIES 
MODEL  H 


REVISION  NO. 


ORIGINAL  ISSUANCE  DATE 


APPROVED  BY  (INITIALS) 


Part  or 

COMPONENT 


GENERAL 


DRIVE  SECTION 


CONVEYING 

SECTION 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


(SAFETY)  Observe  all  safety  precautions.  Disconnect 
power  cable  except  when  operations  must  be  performed 
with  equipment  running.  Be  especially  cautious  when 
performing  operations  with  equipment  running. 

(POWER  CABLE)  Connect  power  cable  and  operate 
conveyor. 

(POWER  CABLE)  Disconnect  power  cable  from  receptacle. 

(MOTOR  AND  REDUCER  OR  GEARMOTOR)  With  conveyor 
running,  feel  motor  and  reducer  housing  to  detect  exces¬ 
sive  vibration.  Listen  for  evidence  of  damage  or  wear  to 
internal  parts.  Look  for  evidence  of  lubricant  leakage. 

(DRIVE  SECTION)  With  conveyor  running,  observe 
overall  performance  of  motor,  reducer,  and  power 
transmission  equipment. 

(ROLLER  CHAIN  TRANSMISSION)  With  power  cable  dis¬ 
connected,  remove  chain  guard.  Look  for  excessive  wear 
on  roller  chain  and  sprocket  teeth.  Look  for  corrosion 
and  buildup  of  dirt  on  transmission  parts.  Feel  chain 
to  determine  if  tension  is  properly  adjusted.  Feel 
sprockets  to  be  sure  they  are  tight  on  shafts.  Remount 
chain  guard. 

(BELT  ALIGNMENT  AND  TENSION)  With  conveyor  running, 
observe  tracking  and  tension  of  belt  over  drive  terminal 
and  takeup  pulleys.  (If  reversible,  observe  in  both 
directions.) 

(PULLEY  BEARINGS)  With  conveyor  running,  listen  for 
abnormal  noise  from  pulley  and  roll  bearings.  Feel  ac¬ 
cessible  bearing  housings  to  detect  excessive  vibration. 
Observe  each  pulley  for  eccentricity  or  other  indications 
of  wear. 

(BELT  AND  LACING)  With  power  cable  connected,  jog 
conveyor  and  observe  condition  of  belt  and  lacing  along 
entire  length  of  belt. 


FREQUENCY 
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IDENTIFICATION 


U.s.  POSTAL  SERVICE 
MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 

EQUIPMENT  TYPE 

MODEL/SERIES 

MODEL  H 

ORIGINAL  ISSUANCE  DATE 

SyB-EQUIFMENT /AREA 

DATE  LAST  REVISED 

REVISION  NO. 

APPROVED  BY  (INITIALS) 

FART  OR 
COMPONENT 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


FREQUENCY 


HYORAULIC 

SYSTEM 


STRUCTURAL 


CONTROLS 


GENERAL 


SAFETY 


(HYORAULIC  SYSTEM)  With  power  cable  connected, 
operate  boom  section  and  observe  hydraulic  system 
(manual  or  motor-driven  pump,  whichever  is  applicable). 
Look  for  leakage  around  cylinders,  caps,  piston  rods, 
and  in  tubing  and  fittings  of  fluid  lines. 

(CONVEYOR  FRAME)  With  power  cable  disconnected, 
look  for  damage  to  frame,  hopper,  boom,  and  other 
structural  members.  Check  for  loose  bolts,  broken  welds, 
and  broken  or  loose  rivets.  Check  casters  for  damage. 

(SWITCHES  AND  WIRING)  With  power  cable  disconnected, 
look  and  feel  for  damage  to  switch  boxes,  cable  reels, 
and  associated  conduit  and  wiring.  Look  for  damage  to 
power  cable  and  plugs. 

(CLEANUP)  Clean  all  parts  of  conveyor.  Remove  all 
inspection  equipment  from  work  area.  Initiate  repair 
work  orders  as  required.  Report  serious  deficiencies  to 
maintenance  supervisor. 

Check  operation  of  the  emergency-stop  switches 
and  proper  installation  of  mechanical  guards  over 
potential  pinch  points. 
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IDENTIFICATION 


U  S.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 


SUB-EQUIPMENT/AREA 


EQUIPMENT  TYPE 


DATE  LAST  REVISED 


MOOEUSERIES 
MODEL  H 


REVISION  NO. 


ORIGINAL  ISSUANCE  DATE 


APPROVED  BY  (INITIALS) 


PART  OR 
COMPONENT 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


(SAFETY)  Observe  all  safety  precautions.  Disconnect 
power  cable  except  when  maintenance  action  must  be 
performed  with  equipment  running.  Be  especially 
cautious  when  performing  operations  with  equipment 
running. 

(POWER  CABLE)  Connect  power  cable  and  operate 
conveyor. 

(POWER  CABLE)  Disconnect  power  cable  from  receptacle. 

(MOTOR  AND  REDUCER  BEARINGS.  WHERE  GREASE 
FITTINGS  ARE  PROVIDED)  With  power  cable  disconnected, 
remove  relief  plugs  from  bearings.  Wipe  fittings  to 
remove  dirt.  Using  a  hand-grease  gun,  purge  bearings 
by  applying  lubricant  through  fittings  until  fresh  lubricant 
appears  at  a  relief  hole.  Connect  power  cable  and  run 
motor  and  reducer  for  a  short  time  to  allow  excess  grease 
to  run  out,  then  replace  relief  plugs. 

i 

(GEARCASE  OIL  LEVEL)  With  power  cable  disconnected, 
remove  oil  level  plug  and  determine  level  of  lubricant 
in  gearcase.  Add  lubricant  as  required  to  reach  proper 
level.  Clean  breather  vent  and  wipe  away  any  excess 
lubricant. 

(ROLLER  CHAIN)  With  conveyor  running,  use  brush 
to  apply  lubricant  to  roller  chain. 

(GEARCASE)  With  power  cable  disconnected  and  unit 
warm  from  running,  remove  filler  cap  from  gearcase. 
Remove  drain  plug  and  drain  old  lubricant  from  gearcase. 
Replace  drain  plug  and  fill  gearcase  with  lubricant  to 
proper  level.  Clean  breather  vent.  Replace  filler  cap 
and  wipe  excess  oil  from  gearcase  exterior. 

(CASTERS.  WHERE  FITTINGS  ARE  PROVIDED)  With 
power  cable  disconnected,  wipe  fittings.  Using  a  hand- 
grease  gun,  apply  small  amount  of  lubricant  to  fittings. 
Wipe  away  excess  lubricant. 


FREQUENCY 


PS  FORM 
DEC  1982  • 


PAGE  OF  PAGES 


IDENTIFICATION 


U  S.  POSTAL  SERVICE 

MAINTENANCE  CHECKLIST 


SYSTEM/LOCATION 

POWERED  PORTABLE  CONVEYORS 


SUB-EOUIPMENT/AREA 


EQUIPMENT  TYPE 


DATE  LAST  REVISED 


MODEL/SERIES 

MODEL  H 


REVISION  NO 


ORIGINAL  ISSUANCE  DATE 


APPROVED  BY  (INITIALS) 


PART  OR 
COMPONENT 


INSTRUCTIONS 

(COMPLY  WITH  ALL  CURRENT  SAFETY  PRECAUTIONS) 


FREQUENCY 


CONVEYING 

SECTION 


GENERAL 


SAFETY 


(PULLEY  BEARINGS.  WHERE  FITTINGS  ARE  PROVIDED) 
With  conveyor  running,  wipe  dirt  from  fitting  of  all 
lubrication-type  pulley  bearings.  Using  a  hand-grease 
gun,  apply  a  small  amount  of  lubricant  to  fittings. 

Wipe  away  lubricant. 

(CLEANUP)  Clean  all  parts  of  conveyor.  Remove  all 
maintenance  tools,  equipment,  and  lubricants  from  work 
area.  Complete  Form  4805,  Work  Order,  and  report 
serious  deficiencies  to  maintenance  supervisor. 

Check  operation  of  the  emergency-stop  switches 
and  proper  installation  of  mechanical  guards  over 
potential  pinch  points. 


C-38 


MASTER  PREVENTIVE  MAINTENANCE  CHECKLIST 

~  of  Activity:  CLEANING  AND  LUBRICATING 


System: 

Portable  Conveyor* 


Equipment: 

All  Models 


Checklist  Number: 

4-PFC-1M 


Frequency  By 
Service  Condition 


Mod  I  Sev 


GENERAL 


DRIVE 


SECTION 


(Safety)  observe  all  safety  precautions. 
Disconnect  power  cable  except  when 
Maintenance  action  must  be  performed  with  the 
equipment  running.  Be  especially  cautious  whei 
performing  operations  with  the  equipment 
running. 

(power  cable)  Connect  power  cable  and  operate 
con/ eyor . 

(Power  Cable)  Disconnect  power  cable  from 
receptacle. 

(Motor  and  Reducer  Bearings,  where  Grease  i 
Fittings  are  provided) .  With  power  cable 
disconnected  remove  relief  plugs  from  bearings 
Wipe  fittings  to  remove  dirt.  Using  a  hand 
grease  gun,  purge  bearings  by  applying 
lubricant  through  fittings  until  fresh 
lubricant  appears  at  relief  hole.  Connect 
power  cable  and  run  motor  and  reducer  for  a 
short  time  to  allow  excess  grease  to  run  out, 
then  replace  the  relief  plugs. 

j 

(Gearcase  Oil  Level)  With  the  power  cable  dis¬ 


connected,  remove  the  oil  level  plug  and 
determine  level  of  lubricant  in  gearcase. 

Add  lubricant  as  required  to  reach  the 
proper  level.  Clean  breather  vent  and  wipe 
away  any  excess  lubricant. 

(Roller  Chain)  With  conveyor  running,  use  fcrus 
to  apply  lubricant  to  roller  chain. 

Oil  SAE  AO 


•Frequency  to  agree  with  "operating  items" 
appearing  on  individual  checklist.  These 
performance  time  standards  have  not  been 
included  in  the  data  presented  on  the 
summary  sheets. 
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MASTER  PREVENTIVE  MAINTENANCE  CHECKLIST 

Of  Activity:  CLEANING  AND  LUBRICATING 


Syttam: 


portable  conveyer* 


Equipment: 

All  Modal* 


Component 


Checklist  Number: 
♦-PPC-1M 


frequency  By 
Service  Condition 


(Gearcaae)  tilth  the  power  cable  die  connected 
and  the  unit  warn  Croat  running,  remove  filler 
cap  from  gearcaae.  Remove  drain  plug  and 
drain  old  lubricant  from  gearcaae.  Replace 
drain  plug  and  fill  gearcaae  with  lubricant 
to  the  proper  level.  Clean  breather  vent. 
Replace  filler  cap  and  wipe  excess  oil  from 
exterior  of  gearcaae. 

Oil  SAE  AO 


(Models  86, 
89,  C-89) 


HYDRAULIC 

SYSTEM 


(Model  C) 


STRUCTURAL 
(Model  J) 


(Variable- Speed  Drive,  Where  provided) 


with  power  cable  disconnected,  wipe 
fittings.  Using  a  hand  grease  gun,  apply  a 
small  amount  of  lubricant  to  fittings.  Where 
appropriate, apply  a  small  amount  of  oil  to 
motor  base  slides.  Wipe  away  excess 
lubricant. 

Molybenum  disulfide  r..P.  grease 

Oil  SAE  40 

(Pump  Motor  Bearings,  where  Grease 
Fittings  are  Provided)  With  power  cable  dis¬ 


connected,  remove  relief  plugs  from  bearings, 
wipe  Fittings.  Using  a  hand  grease  gun, 
purge  bearings  by  applying  lubricant  through 
fittings  until  fresh  lubricant  appears  at 
relief  hole.  Run  pump  motor  for  a  short  time 
to  allow  excess  grease  to  run  out.  Replace 
the  relief  plugs. 

Molybenum  disulfide  E.P.  grease 
(Cam  Rollers,  Where  Fittings  are  Provided) 


With  the  pewer  cable  disconnected,  wipe 
grease  fittings.  Using  a  hand  grease  gun, 
apply  a  small  amount  of  lubricant  to  fittings. 
Wipe  ewey  excess  lubricant. 

Molybenum  disulfide  E.P.  grease 

(Casters,  Where  Fittings  are  provided.) 
with  the  power  cable  disconnected,  wipe  the 
fittings.  Using  a  hand  grease  gun,  apply  a 
small  amount  of  lubricant  to  the  fittings. 
Wipe  sway  excess  lubricant. 

Molybenum  disulfide  E.P.  grease 


C-AO 


MASTER  PREVENTIVE  MAINTENANCE  CHECKLIST 

Type  of  Activity:  CLEANING  AND  LUBRICATING 


Syctam:  I  Equipment: 


Portable  Conveyors 


All  Models 


Component 


Checklist  Number: 

4-PPC-1M 


Frequency  By 
Service  Condition 


Mod  I  Sev 


(Model  J) 


CONVEYING 


MANUAL  TILT 
MECHANISM 


(Model  G) 


GENERAL 


(Boom  Lock  Linkage)  With  power  cable  dis¬ 


connected,  wipe  dirt  from  boom  lode 
assembly.  Using  a  spout  can,  apply  a  small 
amount  of  oil  to  linkage  pivot  points,  wipe 
away  excess  lubricant. 

Oil  SAE  40 

(Pulley  Bearings,  Where  Fittings  are 


provided)  With  conveyor  running,  wipe  dirt 
fror:  fittings  of  all  lube-type  pulley 
bearings.  Using  a  hand  grease  gun,  apply  a 
small  amount  of  lubricant  to  fittings, 
wipe  away  excess  lubricant. 

Molybenum  disulfide  E.P.  grease 

(Manual  Tilt  Mechanism)  With  the  power  cable 
disconnected,  raise  the  conveyor  to  maximum 
elevation.  Remove  dirt  and  oil  from  screw 
stock  and  gears.  Apply  lubricant  with  brush 
on  screw  stock  and  gears.  After  lubrication, 
lower  conveyor  to  horizontal  position. 

Oil  SAE  40 

(Clean-Up)  Clean  all  parts  of  the  conveyor. 
Remove  all  maintenance  tools,  equipment  and 
lubricants  from  work  area.  Complete  form 
4581,  CORRECTION  NEEDED.’ '  Report 
serious  deficiencies  to  maintenance 
supervisor . 
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*Indicates  capital/sensitive  equipment  item 


Procurement  Use 
Only 


U-$  Penal  tmrhea 


REQUISITION  FOR  SUPPLIES, 

Services,  or  Equipment 

S m  Imtntetktm  on  Wwww 


s  o:  Coaaander 

JMPA-Atlantic 

DSPS  AMF-Bldg  2S0,  Boon  HG-35 
JFK  IHTL  Airport, NY  11A30-9201 


7  Compute  Delivery  Adores* 

(TO  BE  COMPLETED  BY  JNPA) 


1 .  Raquialtipn  No.  2  Raquaat  Dm  3.  Raquirod  Datrvoty  Dot*  Pagt  No. 

2-XX  A  Aug.  19XX  20  0et.l9XX  1 


6.  From.  (F&cHity  Nm m.  Adana.  and  ZIP  ♦  41 

228  AG  Postal  Co. 

APO  New  York,  HY  09082-0006 


B.  For  Information  Call 


10.  Prop.  Acst.  Fm.  No. 

11.  Acct.  Wo. 

12.  FB3STR1P 

18EA37 

13.  CAG 

A 

14.  PCN 

15.  Raouattor 

□  VMF 
£3  Other 

16  ID  No 

PS  Itam  No.. 
NSN.  or  Pa n  No. 

<•) 


Soppim.  Sorvtcm.  or  Equipmam  Raquatiod 

(b) 


Case,  Wing,  Flat  Paper 

Stool,  Adjustable,  Platform 

Machine,  Cancelling,  Class  B  (Model  M) 


18.  Justification 


Required  to  replace  current  Items.  Item  So.  3601  will  provide  support  to 
current  population. 


e.  Requested  Sy 

SIGNATURE 


20.  Requesting  and  Approval  Signatures 


b.  Approved  By  c.  Can i tying  Funds  Avaiiabla 

Amount  |  Signature 


d.  Sactional  Center  Approval 


«.  Division  Approval 


f.  Other  Approval 


21.  Sovret  of  Supply 

22.  Contract /Or  dar  No. 

23.  Notts 

24.  Ordar  Data 

25.  Procawad  By  ITitla  and  Stgnatural 

r$  Form  7381,  August  1986 


Figure  D-l.  Sample  PS  Form  7381,  "Requisition  for 
Supplies,  Services  or  Equipment 
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Case  and  Table,  Flat  Paper  Figure  D-4.  case,  Win 

(Item  21A,  21B,  &  21C)  (Item  21L) 
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Figure  D-9.  Rack, Parcel  Post  Sack 
(Item  32) 
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Figure  D-ll.  Case,  Wing,  Letter,  Swinging  Figure  D-13.  Stool,  Carrier,  and  General  Utility 

(Item  77)  (Item  127C) 

Stool,  Adjustable  Platform-Item  Used  to  Support 
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Figure  D-23.  Chute,  Motorist  Mail  Figure  D-25.  Desk,  Lobby,  Double 

(Item  1177)  (Items  1191A  &  119 IB) 


Figure  D-31.  Scale,  Platform 
125 -pound 
(Item  0864) 


gure  D-38.  Conveyor,  Portable,  Model  89 
(Items  1922A  &  1922B) 
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Figure  D-40.  Tray,  Cash,  Multipurpose  Counterline 
(Item  7111) 
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Figure  E-l.  Sample  PS  Form  7380,  "Supply  Center  Requisition" 
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for  Number  1  box  (4  1/8  inches  by  5%  inches) 

--  for  NR  2  box  (5  7/8  inches  by  6  3/4  inches) 
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Casters,  swivel,  with  3/4  inch  pipe  thread 
tapped  in  mounting  socket,  for  pouch  and  sack 
racks  (four  to  a  set) 
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PUB227*  Packaging  Pointers 
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0860B  70-pound ,  Cylinder  Type,  Triner  Challenger  970 


0861B  70-pound  Automatic  Indicating,  cylinder-drum  type 

0869SS  70-pound  Drum,  for  SSPCs 
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STAMP  UNIT  OF  PREPACK 

ISSUE  REQUIREMENT  TITLE  AND  DESCRIPTION 


SPECIAL  HANDLING  (large  type) 


G-34 


G-35 


MAILBAG  AND  MILITARY  TRAY  EQUIPMENT 


NON  No.  1  Nylon  nickel  Military  ordinary  mail  exceeding  12  ounces  between 

U.S.  ports  of  exit  and  military  installations 
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Figure  K-2.  Sample  PS  Form  1957-D, 
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APPENDIX  L 

CAPITAL  EQUIPMENT  JUSTIFICATION 


Postal  commanders  will  ensure  that  their  subordinates  provide  written  justifi¬ 
cation  for  each  piece  of  capital  equipment  worth  $1,000  or  more.  This  state¬ 
ment  of  justification  is  intended  to  document  the  reasoning  behind  the  request 
and  substantiate  the  need. 

Justification  will  be  originated-in  either  memorandum  or  letter  format-at  the 
requestor’s  (MPO)  level  and  signed  off  by  the  commander/commanding  officer/ 
officer-in-charge/noncommissioned  officer-in-charge.  It  will  be  forwarded  to 
the  postal  commander  for  a  statement  of  validation/concurrence  by  that  commander 
or  the  designated  representative.  The  postal  commander  will  include  both  pieces 
of  correspondence  as  part  of  the  capital  expense  forecast  call  package  to  the 
respective  JMPA  for  review.  If  the  JMPA  has  any  questions  on  the  justification 
and/or  validation  statement(s)  they  will  immediately  attempt  to  resolve  it  with 
the  commander  concerned.  If  the  issue  cannot  be  satisfactorily  resolved,  MPSA 
will  then  intercede  and  make  a  final  binding  decision.  The  justification  shall 
be  submitted  in  the  letter  or  memorandum  format  appropriate  to  the  service  con¬ 
cerned  and  shall  include,  but  is  not  limited  to,  the  following: 

a.  Category  of  capital  equipment  requested 

Capital  equipment  covers  these  categories: 

°  Mail  processing 

°  Non-fixed 

°  Other  mail  handling 

-  Vehicles  (Not  now  applicable  to  MPS) 

°  Mail  hauling 

°  Law  enforcement 

°  Other 

Customer  service 
°  Lobby  equipment 
°  Window  service 
°  Self-service 
Postal  support 

°  Administration  and  general  support 
°  Maintenance  equipment 

°  Automated  data  processing  (ADP)  equipment  (not  now  applicable  to  MDS) 


L-l 


b.  Problem  definitions 

c.  Recommendation 

d.  Alternatives 

e.  Best  alternatives 

f.  Justification 

-  State  whether  the  justification  is  basically 
°  Economic 
°  Environmental 
°  Safety 
°  Service 
°  Other  (specify) 

The  validation  statement  is  intended  to  assure  MPSA  and  the  USPS 

-  Of  the  integrity  of  the  analysis 

-  That  the  accuracy  of  the  data  and  the  rationale,  logic  and  conclusions 
are  valid 

-  That  all  viable  alternatives  are  presented 

The  validation  statement  should  be  clear,  concise  and  specifically  state  what 
(if  any)  supporting  documents  were  reviewed  and  declared  accurate  and  that  the 
request  is  forwarded  with  command  approval. 


